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HONG KONG EXCHANGES AND CLEARING LIMITED 
 
GUIDES ON THE EXCHANGE’S PRACTICES AND PROCEDURES FOR 
HANDLING LISTING-RELATED MATTERS 

 
Purpose of the Guides 

 
The  following  guidance  materials  are  published to  explain  how  the  Exchange  deals  with 
certain listing-related matters and provide greater transparency of the regulatory process.       It 
aims  to  promote  a  better  understanding  of  the  Exchange’s  practices  and  procedures  for 
handling listing-related matters and assist listed issuers in meeting their listing obligation. 

 
A.     Guidance Materials relating to Announcements of Listed Issuers: 

 
I.     Guide on Practices and Procedures for Post-vetting Announcements of Listed 

Issuers and Handling Matters involving Trading Arrangements prior to 
Publication  of  Announcements    (effective  1  July  2014) –  This  guide  aims  to 
assist listed issuers to understand how the Exchange monitors their compliance with 
the Listing Rules through review of announcements published by the listed issuers 
(i.e.  post-vetting).       It  also  gives  guidance  on  the  Rule  requirement  relating  to 
disclosure of matters involving trading arrangements in announcements. 

 
II.    Guide on Pre-vetting Requirements and Selection of Headline Categories for 

Announcements   (effective   1   April   2015)   –   This   guide   aims   to   identify: 
(i) whether particular announcements require pre-vetting under the Listing Rules and 
provides cross-references to the relevant Listing Rule requirements; and (ii) the 
generally applicable headline categories for particular announcements. 

 
B.     Interpretation  of Listing Rules and Requests  for Individual Guidance (issued 28 

November 2008) – This guide describes the Exchange’s procedures on giving guidance 
to listed issuers on interpretation and application of the Listing Rules, including the 
information required to be provided by the listed issuer requesting individual guidance. 

 
C.     Waivers and Modifications of the Listing Rules (issued 28 November 2008)   –  This 

guide  describes  the  Exchange’s  approach  in  handling  listed  issuers’  applications  for 
waivers  and  modifications  of  Listing Rule requirements  and  how  such  applications 
should be made by the issuers. 

 
D.     Guide on Trading Arrangements for Selected Types of Corporate Actions (issued 28 

November 2008) (last updated 3 July 2018) – This guide outlines key issues and best 
practices   in   relation   to schedule setting,   provision of information   and trading 
arrangements for selected types of corporate actions, including rights issue, open offer, 
share consolidation or sub-division, change of board lot, and change of company name or 
addition of Chinese name. 

 
E. Guide on Disclosure of Record Date, Book Closure and Latest Time for Lodging 

Transfers of Shares (issued 28 November 2008) (last updated 25 July 2016) – This 
guide provides guidance and reference information to listed issuers in relation to the 
disclosure of book closure information. 
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F.     Guide on Distribution of Dividends and Other Entitlements (issued 14 December 
2009) (last updated 25 July 2016) – This guide aims to assist listed issuers in disclosing 
and making arrangements for distribution of dividends and other entitlements. 

 
G.   Guide on General  Meetings  (issued  24  September  2010)  (last  updated 21 

December 2018) – This guide aims to assist listed issuers in disclosing and conducting 
general meetings. 

 
H.     Checklists   and   Forms   for   Listing-related   Matters   (last   updated   1   April 

2015)  –  Checklists  are  provided  to  assist  listed  issuers  in  meeting  specific  Rule 
requirements when preparing announcements or other documents for various types of 
transactions or other corporate actions.     In addition, listed issuers may refer to the forms 
and templates set out in this section for various listing-related matters specified in the 
Listing Rules. 

 
Disclaimer 

 
The guides do not form part of the Listing Rules and do not in any way amend or vary a listed 
issuer’s obligations under the Listing Rules.   In the event of any discrepancy between any of 
the contents of the guides and the Listing Rules, as amended and interpreted from time to time, 
the provisions of the Listing Rules prevail.  In case of doubt, listed issuers or their advisers are 
encouraged to consult with the Exchange. 
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HONG KONG EXCHANGES AND CLEARING LIMITED 
 
 

GUIDE ON PRACTICES AND PROC EDURES FOR POST- VETTING 
ANNOUNCEMENTS OF LISTED   ISSUERS AND HANDLI NG 
MATTERS  INVOLVING TRADING  ARRANGEMENTS  PRIOR TO 
PUBLICATION OF ANNOUNCEMENTS 

 
 
1 January 2009 (Updated 1 January 20101; Rule reference updated on 1 July 2014) 

 
 
 
Purpose of this Guide 

 
1. The purpose of this Guide is to assist li  sted issuers to understand how the Exchange 

monitors  their  compliance  with the Lis   ting  Rules through ex-post reviews of 
announcements  published by the listed issuers (“post-vetting”). It also gives 
guidance on the Rule requirem ent relating to disclosure of matters involving trading 
arrangements in announcements. 

 
 
 
Introduction 

 
Change in vetting approach 

 
2. In  January 2008, the Exchange published a “  Combined  Consultation  Paper  on 

Proposed Changes to the Listing Rules”.  Under Issue 7 in the Combined Consultation 
Paper, the Exchange proposed to am end the Listing Rules and its adm inistrative 
practice in respect of the ve tting of disclosure materials of listed iss uers. The 
objective of the proposed changes is to furt her shift the Exchange’s regulatory focus 
from pre-vetting towa rds post-vetting, monitoring and enf orcement.  In respect of 
announcements,  the E xchange  has adopted a progressive phased approach to 
reduction of pre-vetting activities for different types of listed issuers’ announcements. 

 
3. The consultation period ended on 7 April 2008. The market feedback received during 

the consultation process showed th at the p roposals had received general support. 
The consultation conclusion document wa s released on 28 Nove mber 2008 and the 
relevant Rule amendments became effective on 1 January 2009. 

 
Pre-vetting requirements for listed issuers’ announcements 

 
4. The specific pre-vetting requirem ents, set out in Main Board Rule 13.52(2) / GEM 

Rule 17.53(2), are only applicable to the certain types of announcements. 
 
 

1 Minor amendments have been made to remove specific references to Phase 1 of post-vetting which ended 
on 31 December 2009. 
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Main Board Rule 13.52(2) / GEM Rule 17.53(2) is a trans  itional provision and shall 
cease to h ave effect on such date as the Exch ange, subject to th e approval of th e 
Securities and Futures Comm ission, may determine and promulgate.   The Exchange 
will monitor developments for a period of time and implement the new approach to a 
wider scope of announcem ents. The Exchange’s intention is to com pletely cease pre- 
vetting  of all announcem  ents  of listed issu  ers  but to m  aintain  the pre-vetting of 
material shareholder circulars of listed issuers. 

 
5. In addition to the specific requ irements mentioned above, the Exchange m ay request 

to review any announcem ents prior to publication in individual cases under Main 
Board Rule 13.52A / GEM Rule 17.53A.   It is envisaged that the Listing Division 
will only exercise this power in exceptional circumstances.   In such cases, the Listing 
Division   will   communicate   to th  e   listed   issuer   its d  irection   to   review the 
announcement prior to publication and the reasons thereof. 

 
6. Listed issuers and their advisers are encour aged to refer to the “Guide o n Pre-vetting 

Requirements  and Selection of H   eadline  Categories for Announcem  ents”  which 
provides guidance on whether particular announcements require pre-vetting under the 
Listing Rules and      the generally applicable head        line   categories   for thes  e 
announcements. 

 
 
 
Offering Guidance through Consultation Process 

 
7. Pre-vetting of announcem ents has been one  of the m eans through which the L isting 

Division gives guidance to listed issuers on  rule compliance issues.  Notwithstand ing 
the progressive reduction in the types of announcements that are subject to pre-vetting, 
the  consultation  process  will of fer  individual  guidance to listed iss uers  on rule 
compliance issues to at leas t the sam e extent as guidance provided under the current 
pre-vetting regime. 

 
8. Before  a listed issuer publishes an announcem ent  under  the Listing Rules, it is 

encouraged to consult the Exchange on any  rule compliance issues in re lation to th e 
announcement and/or the subject matter.  While the Listing Division will consider the 
issues  raised  by the listed issu   er,  it w ill  not accede to a request to pre-vet the 
announcement, save in exceptional cases. 

 
9. Listed issuers are rem inded that so me Rule compliance iss ues relating to notif iable 

transactions or issues of securities need prior consent or confirmation of the Exchange 
before publication of the announcem ents, which include (but ar e not lim ited to) the 
following: 

 
- whether  the subject transaction form   s  part  of a series of transactions and/or 

arrangements that the E xchange will re quire aggregation of  transactions under 
Main Board Rules 14.06(6)(b) and/or 14.22 / GEM Rule 19.06(6)(b) and/or19.222; 

 
 
 

2 Main Board Rule 14.23B / GEM Rule 19.23B sets ou t the specific circumstances under which a listed 
issuer must consult the E xchange on the application of the agg regation rules before the listed issuer enters 
into a proposed transaction. 
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- whether the Exchange will allow th e listed issuer to adop t alternative size test(s) 
to classify the subject transaction under Main Board Rule 14.20 / GEM Rule 
19.20; 

 
- whether  the  Exchange will de  em  a par ty  to  the sub ject  transaction  to be a 

connected person of the listed issuer under Main Board Rules 14A.19 to 14A.21/ 
GEM Rules 20.17 to 20.193; 

 
- whether the subject transaction / m atter falls under the special or exceptional 

circumstances described in th e Listing Rules, for exam ple, a right issue or open 
offer proposed by a Main Board issuer without underwriting under the notes to 
Main Board Rule 7.19(1) or 7.24; a propos   ed issue of securities for cash under 
general  mandate  at the price representing a discount of 20% or m ore  to the 
benchmarked price under Main Board   Rule 13.36(5) / GE M Rule 17.42B; or a 
proposed issue of warrants that would not meet certain specific requirem  ents 
under Main Board Rule 15.02 / GEM Rule 21.02; and 

 
- the subject transaction / m atter involves the creation of or am endment to trading 

arrangements for the iss uer’s listed securities (see paragraphs 11 to 13 below for 
further detail). 

 
10. As set out in Main Board Rule 13.52B(2) / GEM Rule 17.53B(2) 4, if a listed is suer 

wishes to ascertain whether or to what extent any provisions  in the Listing Rules 
apply to the announcem ent or the transaction / matter to which it re lates; or request a 
waiver from any requirem ents of the Listi ng Rules in respect of the announcem ent or 
the subject transa ction / m atter, it must s ubmit relevant details to the Exchange in 
sufficient time for its determ ination.   Listed iss uers may also refer to the Guides o n 
“Interpretation of Listing Rules and Reque sts for Individual Guidance” and “ Waivers 
and Modifications of the Listing Rules”. 

 
 
 
Handling Matters involving Trading Arrangements for Listed Securities 

 
11. Before the Rule am endments, announcements with subject m atters involving trading 

arrangements  for listed securities were subject  to pre-vetting.  The Exchange 
commented on issues  concerning trading arrangem ents that may affect an orderly 
market for trading in the listed securities. 

 
12. Under the amended Rules, whilst th ese announcements no longer require pre-vetting, 

Main Board Rule 13.52B(1) / GEM Rule 17.53B(1)  4  requires tha t where the sub ject 
matter of the announcem ent may i nvolve a change  in or relate to or affect trading 
arrangements for listed s ecurities, the listed issuer m ust consult the Exchange before 
the announcement is issued.   The announcem ent must not include any reference to a 

 
 
 

3 Main Board Rule 14A.22 / GEM Ru le 20.20 requires that a listed issuer must inform the Exchange of any 
proposed transaction with the persons described in Main Board Rule 14A.20(1) or 14A.21(1)/ GEM Rule 
20.18(1) or 20.19(1) unless it is exempt from all of the connected transaction requirements. 

 
4 The Rule also applies to a listed issuer proposing to publish circulars or other documents under the Listing 

Rules. 
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specific date or specific timetable in respect of such matter which has not been agreed 
in advance with the Exchange. 

 
13. Attachment  1 to   this  Guide prov ides  guidance  on the proce  dures  and specific 

information that will norm ally be required when listed issu ers consult the Exchange 
on different types of matters involving trading arrangements. 

 
 
 
Post-vetting Announcements Published by Listed Issuers 

 
14. It  is a listed issue r’s  responsibility to take  all reasonable care to ensure its 

announcements and the transactions/m atters which the announcem ents relate com ply 
with the requirements of the Listing Rules. 

 
15. Review  of announcem ents  published by lis  ted  issuers would allow the Listing 

Division to monitor the activities of the issuers and their ongoing compliance with the 
obligations under the Listing Rules. 

 
Information  that is ordi narily  required b y  the Exc hange  for  post-vetting 
announcements 

 
16. Where  applicable, the listed is suer  must  complete  the checklist “Size Tests fo r 

Notifiable Transactions and Connected Tr ansactions” (CF006) and subm it it to the 
Listing Division not later than the publication of the announcement5. 

 
17. In respect of any announcem ent published by a listed issuer, the Listing Division may 

require  the  issuer  to  submit  information  and/or docum ents  in respect of the 
announcement to demonstrate whether the Listing Rules have been complied with (for 
example the checklist fo r disclosure requirements applicable to the particular type of 
announcement duly completed by the listed issuer) (see also paragraph 22). 

 
Circumstances under which the Exchange will make follow -up enquiry with a 
listed issuer 

 
18. The Listing Division m ay make follow-up enquiry with listed issuer s after the issuers 

have published their announcements. 
 
19. Follow-up enquiry with listed is suers will no rmally be m ade by the Lis ting Division 

in the following circumstances: 
 

(1) to  clarify situation that m ay  raise c oncerns  about the need to consider 
suspension  of trading f  or  the protection   of  investors or m  aintenance  of an 
orderly market; 

 
(2) to better understand certa in transactions or m atters disclosed in the 

announcements to ascertain whether th  e obligations under the Listing Rules 
 
 

5 Under Main Board Rules 14.85 and 14A.66/ GEM Rules 19.85 and20.64, listed issuers must complete and 
submit any checklist(s) in such form as may be prescribed by the Exchange from time to time in respect of 
any notifiable transaction and connected transaction. 
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have been or will be complied with; 
 

(3) to follow up on (i) any non-com   pliance or possible non-com pliance with the 
Listing Rules; or (ii) any matters disclosed in the announcement that will affect 
an orderly market for trading in the listed securities; 

 
(4) to request a further announcem  ent to rectify non-compliance with disclosure 

requirements6; and/or 
 

(5) to request remedial action for non-compliance with specific rule requirements6. 
 
20. When making any follow up enquiry, the Lis ting Division will advise the listed issuer 

its basis for m aking the enquiry and, wher  e applicable, its ba sis for requesting a 
further announcement or other rem edial action, including by reference to specific 
rules or the general principle under the Listing Rules. 

 
Listed issuers to respond to the Exchange’s enquiry in a timely manner 

 
21. Post-vetting procedures are establis hed with an  aim to ensure that rule com  pliance 

issues in respect of listed   issuers’ announcements are id entified and addressed in a 
timely manner. 

 
22. A listed issuer m ust respond prom ptly to the follow-up enquiry m ade by the Listing 

Division  in respect of its announcement  and m ust  provide without delay all 
information and explanations required by the Listing Division7. 

 
23. This is particularly the case where an announcement raises significant concerns on 

whether there would be a fair and orderly m arket.   The listed issuer will be contacted 
immediately for clarification and it m ay need to consider publishing an appropriate 
clarification announcement before the market opens.  Where the listed issuer is unable 
to promptly address the concerns, the need  for imm ediate suspension of trading will 
be considered. 

 
24. In general, when any post-vetting issue in    respect of a particu lar announcement is 

communicated to th e listed issuer, the issue  should be resolved as soon   as possib le 
and within the sam e business day.  W  ithout prejudice to any re  quirements of the 
Listing Rules, a further announcem ent, if necessary, should be published b y the listed 
issuer without delay and not later than the next business day following the publication 
of the particular announcement. 

 
 
 

6 Under Note 3 to Main Board Rule 13.52 / Note 4 to GEM Ru le 17.53, the Exchange reserves the right to 
require an issuer to issue a further announcement or documents and/or take other remedial action, if the 
original document does not comply with the requirements of the Listing Rules. 

 
7 Under Main Board Rule 2.12A / GEM Rule 17.55A, an issuer must provide to the Exchange as soon as 

possible, or otherwise in accordance with time limits imposed by the Exchange: (1) any information that the 
Exchange considers appropriate to protect investors or ensure the smooth operation of the market; and (2) 
any other information or explanation that the Exchange may reasonably require for the purpose of 
investigating a suspected breach of or verifying compliance with the Exchange Listing Rules.   Under Main 
Board Rule 13.10 / GEM Rule 17.11, an issuer shall respond promptly to any enquiries made of the issuer 
by the Exchange concerning any matters by giving such relevant information as is available to the issuer. 
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Follow-up actions 
 
25. Depending on the circum stances of individua l cases, post- vetting activities may lead 

to one or more of the following actions: 
 

(1) The Listing Division m ay decide that no further action  is necessary in light of 
the results of post-vetti ng the announcem ent and, where enquiries have been 
made  with the listed issu   er,  the responses m  ade  by  the  listed issuer. We 
anticipate that this will be the most common course of action we take. 

 
(2) The Listing Division may identify issues that raise concerns whether the trad ing 

of securities can be con ducted in a fa ir and orderly m anner. Where the listed 
issuer is un able to pro mptly address the concerns (for example, by issuing an 
appropriate clarification announcement to av ert the risk of a disorderly m arket. 
A disorderly m arket being defined as   a misinformed market or one w hich is 
based on incom plete information), suspension of trading in the listed issuer’s 
securities may be warranted for the protection of the investor or the maintenance 
of an orderly m arket (see Chapter 6 of the Main Board Rules / Chapter 9 of the 
GEM Rules). 

 
(3) Remedial or preventive m easures to address rule com pliance issues or rectif y 

rule breaches4
 

 
- Remedial  or preventive  measures  to  address any rule co mpliance  issues 

(disclosure or specific compliance requirements) or rectify any rule breaches 
may be either (i) proposed by the listed issuer in response to the Listing 
Division’s enquiry m ade in the post-ve tting process; or (ii) required by the 
Listing Division where the circumstances necessitate. 

 
- Remedial or preven tive measures may be taken in respect of a particular 

announcement or the subject m atter/transaction of such announcem ent.  For 
example, reclassifying a transac tion; or puttin g necessary arrangements in 
place to maintain the minimum public float of the listed issu er’s shares upon 
completion of a proposed issue of ne w shares to connected persons; or 
making  further disclosure to clar ify  the book close dates and related 
entitlement  dates for different cor   porate  actions; or publishing a further 
announcement to disclose information on the transaction. 

 
- In determining the app ropriate course of action in respect of a problem in 

rule compliance, the E xchange will also take into account the com pliance 
history of the listed issuer .  In particular where the circum stances suggest a 
persistent breach of rules by the lis ted issuer or reveal serio us or systematic 
weaknesses in its com pliance procedures, the Exchange m ay require the 
listed issuer to take app ropriate remedial measures to enable it to m eet its 
continuing  obligations under the Lis ting  Rules going forward.   These 
measures could include: 

 
(i) the listed issuer  appointing a com pliance adviser under Main Board 

Rule 3A.20 / GEM Rule 6A.20 for s uch period as m ay be specified by 
the Exchange; 
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(ii) the listed issuer retain ing a professional advi ser to conduct a thorough 
review of and m ake recommendations to improve the issuer’s internal 
controls and compliance procedures; or 

 
(iii)  any other measures considered appropriate by the Exchange. 

 
The remedial measures will be im posed by th e Listing D ivision without 
prejudice to any disciplina ry action that m ay be taken by the Exchange in 
respect of the lis ted issuer’s breach of the Listing Rules. However pro  mpt 
remedial action by the listed issuer  will be a factor looked upon favourably 
in determining whether disciplinary action is appropriate. 

 
(4) Formal disciplinary actions 

 
- The Exchange will con sider taking appropriate disciplinary action against 

the listed issuer and its directors for any serious Rule breaches. 
 
26. A further announcement4 will generally be required to be m ade by the lis ted issuer in 

conjunction with the above mentioned actions.  For example: 
 

(1) Suspension announcement - W here trading has been suspended, the m atters 
giving rise to the suspension (see also Main B oard Rule 6.04 / GEM Rule 
9.04) 

 
(2) Announcement  to address non-complian ce  with  disclosure requirements – 

This  applies to circum  stances  where the original announcem   ent  does not 
comply with any specific disclosure requirement(s) in the Listing Rules or the 
general principle set out in Main Board Rule 2.13 / GEM Rule 17.56, or 
where material information came to light as a result of the Listing Division’s 
follow-up  enquiries.  Making a clarif ication  announcement  is one of the 
remedial  actions that the listed issuer m ay  take  to rectify a breach of 
disclosure requirements. 

 
(3) Announcement  on other rem   edial  actions  - Inform ation  relating to the 

remedial or preventive m easures proposed or taken by the listed issuer to 
address any com pliance issue under the  Listing Rules, for exam ple, Main 
Board Rule 14.36 / GEM Rule 19.36 requires a further announcem  ent where 
the remedial action proposed by the list ed issuer involves changes in the 
terms, or term ination, of a notifiable transaction di sclosed in the original 
announcement. 
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Handling Matters involving Trading Arrangements for Listed Securities 

 
 
 
Main Board Rule 13.52B(1) / GEM Rule 17.53B(1) requires that where the subject m atter of 
the announcement (or other docum ent) may involve a change in or relate to or affect trading 
arrangements for listed  securities, the listed  issuer must consult the E xchange before the 
announcement / docum ent is issued.   The a nnouncement / docum ent must not include any 
reference to a specific date or specific timetable in respect of such matter which has not been 
agreed in advance with the Exchange. 

 
We  set out below som   e  guidance on the proce   dures  and  specific infor mation  that will 
normally be required when listed issuers consul t the Exchange on diffe rent types of m atters 
involving trading arrangements before they publish the relevant announcements / documents. 

 
(A) Suspension of trading 

 
(Main Board Rules 6.02, 6.03/ GEM Rules 9.05, 9.06) 

 
1. The  listed  issuer (or a  n  adviser  on behalf of the listed issuer) m ust  contact th e 

Exchange to request f or a trad ing suspension.  The listed  issuer m ust submit the 
reason(s) for trad ing suspension for the Exch ange’s consideration and agree with the 
Exchange on the proposed date and tim e of the trading suspension (which should be 
disclosed in the suspension announcement). 

 
Specific information required: 

 
- A suspension request supported by speci  fic reason(s) in  accordance with 

Chapter 6 and Practice Note 11 of the Main Bo ard Rules/ Chapter 9 of the 
GEM Rules. 

 
 
(B) Resumption of trading 

 
(Main Board Rule 6.04 / GEM Rule 9.10) 

 
2. The listed issuer (or an adviser on behalf of  the listed issuer) m ust contact and notif y 

the Exchange of the action it has taken to support its resumption request and agree on 
the proposed date and tim e of the trading resumption (which should be disclosed in 
the  resumption  announcement),  as well as the  subject m atter  of the resum  ption 
announcement.   For example: 

 
(a) Where the subjec t matter of the su spension relates to the enter ing into an 

agreement  for a notifiable transacti   on  / certain undisclo  sed  price-sensitive 
information, resumption can take p lace upon pu blication of an announcem ent 
on the transaction/ the price- sensitive information. 
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(b) Where the subject m atter involves the  Exchange’s enquiry (e.g. enquiry on 
media reporting of alleg ed unpublished price-sensitive information), the listed 
issuer would generally be required to sa tisfy the Exchange that its ob ligations 
would be discharged by the publicati on of the announcem ent prior to the 
Exchange  agreeing to the proposed  date  and tim e  of r esumption. The 
Exchange will not pre-vet the resump tion announcement, but m ay request a 
submission on specific m atters relating to  the Exchange’s enquiry prior to 
publication of the resumption announcement. 

 
(c) Where dealings in shares of the listed issuer are suspended pending restoration 

of public float, release of results a  nnouncement or rectification of another 
material  breach of the Listing R ules,  the  listed is suer  must  satisfy  the 
Exchange that the matter has been rectif ied prior to the Exchange agree ing to 
the resumption. 

 
(d) The Exchange m ay impose specific c onditions for the trading resum  ption. 

Where  this  is the cas  e,  the liste d  issuer m ust  demonstrate  that  all  the 
conditions for the trading resumption of the listed issuer are satisfied. 

 
(C) Withdrawal of listing 

 
(Chapter 6 of the Main Board Rules/ Chapter 9 of the GEM Rules) 

 
3. Under Main Board Rule 2A.08  and GEM Rule 3.09, withdrawal  of listing of a listed 

issuer is subject to approval by the Listing Committee. 
 
4. Where a listed issuer proposes to withdraw it s listing status (whether a prim ary listing 

or a secondary listing) on th  e Exchange, it should notify the Exchange as soon as 
possible and demonstrate to the Exchange that the applicable requirem ents under the 
Listing Rules have been or will be complied with. 

 
5. In all cases (including withdrawal of listing of a class of lis ted securities which has an 

expiry date e.g. expiry of listed warrants), the listed issuer should make an application 
for  the withdrawal of listing sufficiently in advance of the expiry date to allow 
sufficient time for the Exchange to consider the application. 

 
6. Where  the listed issuer’s announcem ent  contains  a tim etable  for its proposed 

withdrawal of listing and related trading arrangements, the listed issuer must agree the 
timetable with the Exchange prior to publication of the announcement. 
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Specific information required: 
 

- Details  of  the lis ted  issuer’s  proposal  to withdraw lis  ting  of  specified 
securities. 

 
- For a proposed withdrawal of listing st atus of the issu er’s securities on the 

Exchange, submission to dem onstrate the lis ted issuer’s compliance with 
the requirements under Chapter 6 of the Main Board Rules and Chapter 9 
of the GEM Rules 

 
- An application for the withdrawal of listing. 

 
- The proposed tim etable for the withdr awal of listing and related trading 

arrangements. 
 
 
(D) Issue of securities of a class new to listing 

 
7. Where a listed issuer proposes to issue a ne w class of securities for which a listing on 

the Exchange will be sought, it m  ust demonstrate to the Exchange that the issue of 
securities meets the qu alifications for listing set out in the List ing Rules.  As it 
involves the creation of tradi ng arrangement for listing the ne w class of securities, the 
listed issuer must consult th e Exchange on such issue of securities before the listed 
issuer publishes an announcement containing details of the proposal. 

 
8. Where the listed issuer’s announcement contai ns a timetable for the proposed issue of 

securities and related trading arrangements, the listed issu er must agree the tim etable 
with the Exchange prior to publication of the announcement. 

 
Specific information required: 

 
- Details of the proposed issue of the new class of securities. 

 
- Information   to dem  onstrate   that   the issu  e   of securities m eets   the 

qualifications for listing set out in the Listing Rules, including the checklist 
“Basic Qualifications for Listing of a New Class of Equity Securities” 
(CF025M / CF025G) duly completed by the listed issuer. 

 
- The  proposed tim etable  for the issue of securities and related trading 

arrangements. 
 

- An application for listing of the ne w class of securities  proposed to be 
issued. 
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(E) Trading arrangements in respect of other corporate actions  

  

(Main Board Rule 13.52B(1)/ GEM Rule 17.53B(1))  

 

9. 
 

Where  the listed issuer proposes to include in its announcem 
trading arrangements in relation to the following matters: 

 

ent  a tim etable  for 

 

- rights issue/ open offer 
- share consolidation/ subdivision 
- change of board lot 
- change of name or addition of Chinese name, 

 
the issuer must agree with the Exchange on the proposed timetable prior to publication 
of the announcement. 

 
10. Listed issuers are advised to refer to the “Guide on Trading Arrangement for Selected 

Types of Corporate Actions” for further guidance. 
 

Specific information required: 
 

- Details of the proposed corporate action. 
 

- The  proposed tim etable  for the cor   porate  action and related trading 
arrangements. 

 
- For rights issue or open offer, the form “Trading Arrangem ent Form for 

Rights Issue or Open offer” (CF091) duly completed by the listed issuer. 
 

- For change of board lot size, share c onsolidation or shar e subdivision, the 
form “Trading Arrangem ent Form for Change of Board Lot Size, Share 
Consolidation or Share S ubdivision” (CF090) duly completed by the listed 
issuer. 
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Section AII 

 
 

HONG KONG EXCHANGES AND CLEARING LIMITED 
 
GUIDE ON PRE-VETTING REQUIREMENTS AND SELECTION OF 
HEADLINE CATEGORIES FOR ANNOUNCEMENTS 

 
1 January 2009 (updated 1 April 2015) 

 
 
 
Status of the Guide 

 
This Guide has been produced to assist listed issuers to meet certain of their continuing 
obligations under the Listing Rules. It aims to identify: 

 
i. whether particular announcements require pre-vetting under the Listing Rules and 

provides cross-references to the relevant listing rule requirements; and 
ii. the generally applicable headline categories for particular announcements. 

 
Pre-vetting requirements 

 
Users of this Guide should note that the narrative descriptions of the matter and/or 
transaction in question are not exhaustive and that the descriptions have been extracted 
from the Listing Rules and from examples of other announcements which are common in 
the Hong Kong market. Some of these other announcement descriptions are themselves 
derived from an obligation in the Listing Rules to publish a circular on the subject matter. 
The subject matter in relation to an announcement may fall under more than one of the 
descriptions provided. 

 
The  specific pre-vetting  requirements  for  listed  issuers’  announcements  are set out in 
Main Board Rule 13.52(2) / GEM Rule 17.53(2) which is only applicable to the certain 
types of announcements. 

 
In addition to the specific requirement mentioned above, the Exchange may request to 
review  any announcements  prior  to publication  in individual  cases under Main Board 
Rule  13.52A  /  GEM Rule  17.53A.  It is envisaged that the Listing Division  will only 
exercise  this power in exceptional circumstances. This is generally the case where  the 
Listing Division has an interest  in reviewing  certain disclosure  in  a  listed  issuer’s 
announcement, for example, the Exchange has required the listed issuer to make certain 
specific disclosure in its announcement and such disclosure is necessary to ensure a fair, 
orderly and efficient market. 

 
In such cases, the Listing Division will communicate to the listed issuer its direction to 
review the announcement prior to publication and the reasons for its decision. 
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Selection of headline categories 

 
Please  note that  t he  h eadlines set  out  i n  this  Guide  f or announcements issued  unde r 
specific Listing Rules are those usually applicable to those Listing Rules. Sometimes 
however it may be necessary to select additional headlines. The Listing Rules require a 
listed issuer to, when submitting an announcement through HKEx-EPS for publ ication, 
select all appropriate headlines from the list of headlines set out in Appendix 24 of  the 
Main  Board  L isting  Ru les  / Appendix  17  of  t he GEM Listing  Rul es.  As a general 
principle, a listed issuer should select all headlines that are applicable to the content of 
the announcement. If the announcement relates to more than one subject matters or is 
issued to satisfy different rule requirements, all headlines relating to the subject matters 
and rule requirements must be selected. In particular, the listed issuer should consider 
whether the subject matter / tr ansaction of the announcement is inside information which 
requires  disclosure  under  Main  Board  Listing  Rule  13.09(2)(a)  or  GEM  Listing  Rule 
17.10(2)(a), and if so, the headline "Inside Information" must be selected (in addition to 
those headlines applicable to the announcement  under the other specific rule requirements). 
Please also refer to notes 5 t o 9 in the Guide when choosing appropriate headlines for 
announcements. 

 
Users are encouraged to refer to the Listing Rules themselves and, where necessary, seek 
qualified professional advice. In the event of any discrepancy between any of the contents of 
this Guide and the Listing Rules, as amended and interpreted from time to time, the 
provisions of the Listing Rules prevail. 

 
The Listing Division is available for providing confidential guidance on listing matters. 
Listed  issuers  and  practitioners are  encouraged  to contact  the  Listing  Division  at  the 
earliest opportunity with any queries they may have on the Listing Rules. 
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Ref. no. 

 
 
Matter and/or transaction in question 
(For both Main Board and GEM unless 
stated otherwise) 

 
 
Means of disclosure 

 
 
Main Board Listing Rules 

 
 
GEM Listing Rules 

Is pre-vetting  
Generally Applicable Headline 

Categories 
[Note 5] 

required under 
the Listing 
Rules? 
[Notes 1 & 2] 

1.1 Inside information  Announcement R13.09(2)(a) R17.10(2)(a) No Inside Information 

1.2 Dual listing disclosure obligation and 
disclosure of information by the issuer or 
its listed subsidiary 

 Announcement R13.10B R17.12, R17.13 No Overseas Regulatory 
Announcement [Note 9] 

Results of a Subsidiary 

1.3 General matters relevant to the issuer's 
business 

Advance to entities Announcement R13.13, R13.14, R13.15 R17.15, R17.16, R17.17 No Advance to an Entity 

1.4 General matters relevant to the issuer's 
business 

Financial assistance and guarantees to affiliated 
companies 

Announcement R13.16 R17.18 No Financial Assistance and/or 
Guarantee to Affiliated Company 

1.5 General matters relevant to the issuer's 
business 

Pledging of shares by controlling shareholder to secure 
debts of the issuer, and loan agreements with 
covenants relating to specific performance of the 
controlling shareholder 

Announcement R13.17, R13.18 R17.19, R17.20 No Charging or Pledging of Shares 
by Shareholder 
 
Loan Agreement with Specific 
Performance Covenant 

1.6 General matters relevant to the issuer's 
business 

Breach of loan agreement by issuer Announcement R13.19 R17.21 No Breach of Loan Agreement 

1.7 Change in business Decision to change the general character or nature of 
business of the issuer or group 

Announcement R13.45(5) R17.25 No Change in Principal Business 
Activities 
 
Group Restructuring or Scheme 
of Arrangement 

1.8 Change in business Transaction or arrangement in a period of 12 months 
from the listing which would result in a fundamental 
change in the principal business activities, and a waiver 
granted by the Exchange on the basis that the 
circumstances are exceptional and the transaction or 
arrangement is subject to independent shareholders’ 
approval 

Announcement R14.89, R14.90 R17.25, R19.88, R19.89 Yes Change in Principal Business 
Activities 

1.9 (Guidance withdrawn on 3 June 2010) 
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Ref. no. 

 
 
Matter and/or transaction in question 
(For both Main Board and GEM unless 
stated otherwise) 

 
 
Means of disclosure 

 
 
Main Board Listing Rules 

 
 
GEM Listing Rules 

Is pre-vetting  
Generally Applicable Headline 

Categories 
[Note 5] 

required under 
the Listing 
Rules? 
[Notes 1 & 2] 

1.10 Other listing New listing of securities of listed issuer or its 
subsidiaries on other stock exchange or securities 
markets 

Announcement R13.32(1)(b) R17.38 No Listing on Overseas Exchange or 
Securities Market; 
 
Spin-off (for listing of subsidiary) 

1.11 Spin-off Information relating to spin-off proposal Announcement PN15 - Para 3(g) PN 3 - Para 3(g) No Spin-off 

2.1 Statement relating to unusual movements 
in price and/or trading volume of listed 
securities and possible development of a 
false market in the issuer's securities 

 Announcement R13.09(1), 13.10 R17.10(1), 17.11 No Unusual Price/Turnover 
Movements - Qualified 
 
Unusual Price/Turnover 
Movements - Standard or Super 
 
Clarification of News or Reports - 
Qualified 
 
Clarification of News or Reports - 
Standard or Super 

3.1 Suspension and resumption Information relating to trading halt or suspension and 
resumption 

Announcement R6.04, R6.05 R9.08, R9.11 No Trading Halt 
 
Suspension 
 
Resumption 

3.2 Suspension and resumption Trading halt or suspension notification Announcement R2.07C(1)(a)(iv) R16.17(1)(d) No Trading Halt 
 
Suspension 

3.3 Suspension and resumption Resumption at the direction of the Exchange Announcement R6.07 R9.12 No Resumption 

3.4 Suspension and resumption Cash company - Issuer becoming a cash company for 
any reason (including immediately after completion of a 
notifiable transaction or connected transaction) 

Announcement R14.82, R14.83 R19.82, R19.83 Yes Sufficiency of Assets and/or 
Operations and/or Issuer 
becoming Cash Company 

3.5 Suspension and resumption Periodic update after suspension Announcement R13.24A R17.26A No Other - Miscellaneous 
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Ref. no. 

 
 
Matter and/or transaction in question 
(For both Main Board and GEM unless 
stated otherwise) 

 
 
Means of disclosure 

 
 
Main Board Listing Rules 

 
 
GEM Listing Rules 

Is pre-vetting  
Generally Applicable Headline 

Categories 
[Note 5] 

required under 
the Listing 
Rules? 
[Notes 1 & 2] 

3.6 Withdrawal / cancellation of listing Information relating to withdrawal / cancellation of 
listing, which is considered to be inside information 

Announcement R13.09(2)(a) R17.10(2)(a) No Privatisation/Withdrawal  or 
Cancellation of Listing of 
Securities 

3.7 Withdrawal / cancellation of listing Voluntary withdrawal of listing under compulsory 
acquisition pursuant to applicable laws and regulations 
or privatisation pursuant to the Takeovers Code 

Announcement R6.15 R9.23 No Privatisation/Withdrawal  or 
Cancellation of Listing of 
Securities 
 
Announcement by Offeree 
pursuant to Takeover Code 
 
Announcement by Offeror 
pursuant to Takeover Code 

3.8 Withdrawal / cancellation of listing Voluntary withdrawal of secondary listing Announcement R6.16 N/A No Privatisation/Withdrawal  or 
Cancellation of Listing of 
Securities 

3.9 Withdrawal / cancellation of listing Cancellation of listing according to delisting procedures Announcement PN17 - Para 3 R9.17 No Privatisation/Withdrawal  or 
Cancellation of Listing of 
Securities 

3.10 Transfer of listing Application for transfer of listing from GEM to Main 
Board 

Announcement N/A R9.26 No Transfer of listing from GEM to 
Main Board 
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Ref. no. 

 
 
Matter and/or transaction in question 
(For both Main Board and GEM unless 
stated otherwise) 

 
 
Means of disclosure 

 
 
Main Board Listing Rules 

 
 
GEM Listing Rules 

Is pre-vetting  
Generally Applicable Headline 

Categories 
[Note 5] 

required under 
the Listing 
Rules? 
[Notes 1 & 2] 

4.1 Issue of securities - general disclosure 
obligation 

Issue of securities (including convertible securities or 
warrants, options or similar rights) by any method which 
is considered to be inside information 

Announcement R13.09(2)(a) R17.10(2)(a) No Capitalisation Issue 
 
Consideration Issue 
 
Issue of Convertible Securities 
 
Issue of Debt Securities 
 
Issue of Preference Shares 
 
Issue of Shares under a General 
Mandate 
 
Issue of Shares under a Specific 
Mandate 
 
Issue of Warrants [Note 6] 

Open Offer 

Rights Issue 
 
Placing 
 
Conversion of Securities 
 
Trading Arrangements (other 
than Change in Board Lot Size) 
 
Capital Reorganisation 
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Ref. no. 

 
 
Matter and/or transaction in question 
(For both Main Board and GEM unless 
stated otherwise) 

 
 
Means of disclosure 

 
 
Main Board Listing Rules 

 
 
GEM Listing Rules 

Is pre-vetting  
Generally Applicable Headline 

Categories 
[Note 5] 

required under 
the Listing 
Rules? 
[Notes 1 & 2] 

4.2 Issue of securities for cash  Announcement R13.28, R13.29 R17.30, R17.30A No Issue of Convertible Securities 
 
Issue of Debt Securities 
 
Issue of Preference Shares 
 
Issue of Shares under a General 
Mandate 
 
Issue of Shares under a Specific 
Mandate 
 
Issue of Warrants [Note 6] 

Open Offer 

Rights Issue 
 
Placing 
 
Trading Arrangements (other 
than Change in Board Lot Size) 

4.3 Issue of securities - method of listing Offer for subscription - Formal notice Announcement R12.02 R16.07 No Formal Notice 

4.4 Issue of securities - method of listing Offer for subscription - Results and basis of allotment Announcement R12.08, R12.09 R16.13, R16.14, R17.31 No Allotment Results 
 
Striking Price on Offer for 
Subscription or for Sale by 
Tender 

4.5 Issue of securities - method of listing Offer for sale - Formal notice Announcement R12.02 R16.07 No Formal Notice 

4.6 Issue of securities - method of listing Offer for sale - Results and basis of allotment Announcement R12.08, R12.09 R16.13, R16.14, R17.31 No Allotment Results 
 
Striking Price on Offer for 
Subscription or for Sale by 
Tender 

4.7 Issue of securities - method of listing Placing of securities of a class new to listing - Formal 
notice 

Announcement R12.02(2), R12.02(3), 
R12.03(1), R12.03(2) 

R16.07(2), R16.07(3), 
R16.08(1), R16.08(2) 

No Formal Notice 
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Ref. no. 

 
 
Matter and/or transaction in question 
(For both Main Board and GEM unless 
stated otherwise) 

 
 
Means of disclosure 

 
 
Main Board Listing Rules 

 
 
GEM Listing Rules 

Is pre-vetting  
Generally Applicable Headline 

Categories 
[Note 5] 

required under 
the Listing 
Rules? 
[Notes 1 & 2] 

4.8 Issue of securities - method of listing Results of placing Announcement No specific disclosure 
requirements 

R10.12(4), R10.14, R16.16 No Placing 
 
Allotment Results 

4.9 Issue of securities - method of listing Introduction - Formal notice Announcement R12.03(3), R12.03(4) R16.08(3), R16.08(4) No Formal Notice 

4.10 Issue of securities - method of listing Rights issue - Matters relating to any arrangement for 
excess applications 

Announcement R7.21 R10.31 No Rights Issue 

4.11 Issue of securities - method of listing Rights issue - Results and basis of allotment Announcement R12.10 R16.15, R17.31 No Rights Issue 
 
Allotments Results 

4.12 Issue of securities - method of listing Rights issue - extension of time granted for currency of 
temporary documents of title 

Announcement R13.30 Note R17.31 Note No Rights Issue 

4.13 Issue of securities - method of listing Open offer - Matters relating to any arrangement for 
excess applications 

Announcement R7.26A R10.42 No Open Offer 

4.14 Issue of securities - method of listing Open offer - Results and basis of allotment Announcement R12.08 R16.13, R17.31 No Open Offer 
 
Allotments Results 

4.15 Issue of securities - method of listing Consideration issue Announcement R7.31, R14.34, R14.35 R10.48, R19.34, R19.35 No Consideration Issue 

4.16 Issue of securities - method of listing Issue of securities by a listed issuer of a class new to 
listing which does not fall within any Main Board Listing 
Rules 12.02 or 12.03(1) to (4) or any GEM Listing Rules 
16.07 or 16.08(1) to (4) - Formal notice 

Announcement R12.03(5) R16.08(5) No Formal Notice 

4.17 Issue of securities - warrants, options or 
similar rights 

Issue of new warrants to existing warrantholders and/or 
alter the terms of existing warrants 

Announcement PN4 - Para 4(g) R21.07(8) No Issue of Warrants [Note 6] 
 
Change in Terms of Securities or 
Rights attaching to Securities 

4.18 Issue of securities - share option scheme 
of the issuer or any of its subsidiaries 

Outcome of shareholders’ meeting for adoption of 
share option scheme 

Announcement R17.02(1)(a) R23.02(1)(a) No Share Option Scheme 

Results of AGM 

Results of EGM/SGM 
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Ref. no. 

 
 
Matter and/or transaction in question 
(For both Main Board and GEM unless 
stated otherwise) 

 
 
Means of disclosure 

 
 
Main Board Listing Rules 

 
 
GEM Listing Rules 

Is pre-vetting  
Generally Applicable Headline 

Categories 
[Note 5] 

required under 
the Listing 
Rules? 
[Notes 1 & 2] 

4.19 Issue of securities - grant of options under 
share option schemes 

Grant of options under share option scheme Announcement R17.06A R23.06A No Share Option Scheme 

5.1 Purchase of issuer's securities Matters covered by the Code on Share Repurchases or 
information relating to repurchase of securities which is 
considered to be inside information 

Announcement R13.09(2)(a) R17.10(2)(a) No Announcement pursuant to Code 
on Share Buy-backs 

5.2 Takeovers Takeovers, mergers or offers subject to the Takeovers 
Code 

Announcement R14.78, PN11 - Para 3 R9.05(2), R17.89, R19.78 No Announcement by Offeree 
pursuant to Takeovers Code 
 
Announcement by Offeror 
pursuant to Takeovers Code 

6.1 Matters relating to issuer's securities Change in terms of convertible securities Announcement R13.27 R17.34 No Change in Terms of Securities or 
Rights attaching to Securities 

6.2 Matters relating to issuer's securities Lack of genuine open market in securities or 
concentration of shareholding 

Announcement R13.34 R17.10 No Lack of Open Market in 
Securities 
 
Concentration of Shareholdings 

6.3 Matters relating to issuer's securities Sufficiency of public float Announcement R13.32(1)(a) R17.36 No Sufficiency of Public Float 

6.4 Matters relating to issuer's securities Change in rights attaching to securities Announcement R13.51(3) R17.32 No Change in Terms of Securities or 
Rights attaching to Securities 
 
Change in Class Rights 

7.1 Notifiable transaction Share transactions, discloseable transactions and 
major transactions 

Announcement R14.34, R14.35 R19.34, R19.35 No Share Transaction 

Discloseable Transaction 

Major Transaction 
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Ref. no. 

 
 
Matter and/or transaction in question 
(For both Main Board and GEM unless 
stated otherwise) 

 
 
Means of disclosure 

 
 
Main Board Listing Rules 

 
 
GEM Listing Rules 

Is pre-vetting  
Generally Applicable Headline 

Categories 
[Note 5] 

required under 
the Listing 
Rules? 
[Notes 1 & 2] 

7.2 Notifiable transaction Very substantial acquisitions, very substantial disposals 
and reverse takeovers 

Announcement R14.34, R14.35 R19.34, R19.35 Yes Very Substantial Acquisition 

Very Substantial Disposal 

Reverse Takeover 

7.3 (Guidance withdrawn on 3 June 2010) 
7.4 Notifiable transaction Discloseable transactions only - further 

announcement on profit forecast in respect of the 
issuer or a company which is, or proposed to become, 
one of its subsidiaries 

Announcement R14.60A R19.60A No Discloseable Transaction 

7.5 Notifiable transaction Material information after issue of circular Announcement or 
supplemental circular 

R14.42, R14.52 R19.42, R19.52 No Material Information after Issue of 
Circular 
 
Major Transaction 
 
Very Substantial Acquisition 

Very Substantial Disposal 

Reverse Takeover 

7.6 Notifiable transaction Matters relating to options Announcement R14.74(2), R14.76(1), 
R14.77 

R19.74(2), R19.76(1), 
R19.77 

No Matters relating to Options 
[Note 7] 
 
Share Transaction 

Discloseable Transaction 

Major Transaction 

Very Substantial Acquisition 
 
Very Substantial Disposal 
 
Reverse Takeover 
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Ref. no. 

 
 
Matter and/or transaction in question 
(For both Main Board and GEM unless 
stated otherwise) 

 
 
Means of disclosure 

 
 
Main Board Listing Rules 

 
 
GEM Listing Rules 

Is pre-vetting  
Generally Applicable Headline 

Categories 
[Note 5] 

required under 
the Listing 
Rules? 
[Notes 1 & 2] 

7.7 Notifiable transaction Termination of transaction or material variation to terms 
or material delay in completion 

Announcement R14.36 R19.36 No Delay in Completion 

Termination of Transaction 

Variation to Terms 

Share Transaction 

Discloseable Transaction 

Major Transaction 

Very Substantial Acquisition 

Very Substantial Disposal 

Reverse Takeover 

7.8 Notifiable transaction Successful bid by issuer for a Qualified Property Project Announcement R14.33B(1) R19.33B(1) No Major Transaction 
 
Very Substantial Acquisition 

7.9 Notifiable transaction Successful bid by a joint venture for a Qualified 
Property Acquisition 

Announcement R14.33B(1) R19.33B(1) No Major Transaction 
 
Very Substantial Acquisition 

7.10 Connected transaction Connected transactions and continuing connected 
transactions (except fully-exempt transactions) 

Announcement R14A.35 R20.33 No Connected Transaction 
 
Continuing Connected 
Transaction 

7.11 Connected transaction Termination of transaction or material variation to terms 
or material delay in completion 

Announcement R14A.35 - Note R20.33 - Note No Delay in Completion 

Termination of Transaction 

Variation to Terms 

Connnected Transaction 

Continuing Connected 
Transaction 
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Ref. no. 

 
 
Matter and/or transaction in question 
(For both Main Board and GEM unless 
stated otherwise) 

 
 
Means of disclosure 

 
 
Main Board Listing Rules 

 
 
GEM Listing Rules 

Is pre-vetting  
Generally Applicable Headline 

Categories 
[Note 5] 

required under 
the Listing 
Rules? 
[Notes 1 & 2] 

7.12 Connected transaction Granting of waivers to transaction which is connected 
only by virtue of interest of a non-executive director 

Announcement R14A.103 R20.101 No Waiver in respect of Connected 
Transaction Requirements 
 
Connected Transaction 
 
Continuing Connected 
Transaction 

7.13 Connected transaction Delay in distribution of circular Announcement R14A.47 R20.45 No Delay in Despatch of Circular or 
other Document 

7.14 Connected transaction Material information after issue of circular Announcement or 
supplemental circular 

R14A.48 R20.46 No Material Information after Issue of 
Circular 
 
Connected Transaction 
 
Continuing Connected 
Transaction 

7.15 Connected transaction Independent non-executive directors / auditors unable 
to confirm matters relating to continuing connected 
transactions 

Announcement R14A.59 R20.57 No Auditors or INEDs Unable to 
Confirm Matters relating to 
Continuing Connected 
Transaction 
 
Continuing Connected 
Transaction 

7.16 Connected transaction Continuing transactions subsequently becoming 
connected transactions 

Announcement R14A.60 R20.58 No Continuing Connected 
Transaction 

7.17 Connected transaction Guaranteed profits or net tangible assets Announcement R14A.62, R14A.63 R20.60, R20.61 No Guaranteed Net Tangible Assets 
or Profits; 
 
Connected Transaction 

7.18 Connected transaction Proposed transaction subsequently becoming 
connected transaction 

Announcement R14A.64, R14A.65 R20.62, R20.63 No Connected Transaction 

7.19 Connected transaction Matters relating to options Announcement R14A.61(1), R14A.61(2), 
R14A.79(5) 

R20.59(1), R20.59(2), 
R20.77(5) 

No Matters relating to Options 
[Note 7] 
 
Connected Transaction 

7.20 Connected transaction Adoption of alternative classification test for transfer, 
termination or non-exercise of options 

Announcement R14A.79(4)(b) R20.77(4)(b) No Matters relating to Options [Note 
7] 
 
Connected Transaction 
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Ref. no. 

 
 
Matter and/or transaction in question 
(For both Main Board and GEM unless 
stated otherwise) 

 
 
Means of disclosure 

 
 
Main Board Listing Rules 

 
 
GEM Listing Rules 

Is pre-vetting  
Generally Applicable Headline 

Categories 
[Note 5] 

required under 
the Listing 
Rules? 
[Notes 1 & 2] 

7.21 Connected transaction Successful bid by a joint venture for a Qualified 
Property Acquisition 

Announcement R14A.101 - Note R20.99 - Note No Connected Transaction 

8.1 Meetings Notice of annual general meeting Announcement R13.37, R13.73 R17.44, R17.46(2) No Notice of AGM 

8.2 Meetings Results of general meeting Announcement R13.39(4), 13.39(5) R17.47(4), R17.47(5) No Results of AGM 

Results of EGM/SGM 

8.3 Meetings Change in intention of any party as to whether to 
abstain or vote against resolution 

Announcement or circular R13.40 R17.47A No Change of Voting Intention 

8.4 Meetings Notice of meetings of shareholders or creditors Announcement R13.73 R17.44, R17.46(2) No Notice of AGM 

Notice of EGM/SGM 

8.5 Meetings Material information on the subject matter to be 
considered at a general meeting that comes to the 
directors' attention after issue of circular 

Supplementary circular or 
announcement 

R13.73 R17.46(2) No Material Information after Issue of 
Circular 

9.1 Results and financial information Full financial year Final results 
announcement 

R13.49(1), R13.49(2), 
R13.49(4), App 16 - Para 
45 

R18.49, R18.50, R18.50B, 
R18.51 

No Final Results 
 
Qualified and/or Modified Audit 
Report 
 
Prior Period Adjustments to 
Correction of Material Errors 

9.2 Results and financial information First half of financial year Half-year results 
announcement 

R13.49(6), R13.49(7), App 
16 - Para 46 

R18.50B, R18.78 No Interim Results; 
 
Qualified and/or Modified Audit 
Report 
 
Prior Period Adjustments to 
Correction of Material Errors 

9.3 Results and financial information First 3 and 9 month periods Quarterly results 
announcement 

N/A R18.79 No Quarterly Results [Note 8] 

9.4 Results and financial information Delay in announcement of preliminary results Announcement R13.49(3) R17.10 No Delay in Results Announcement 
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Ref. no. 

 
 
Matter and/or transaction in question 
(For both Main Board and GEM unless 
stated otherwise) 

 
 
Means of disclosure 

 
 
Main Board Listing Rules 

 
 
GEM Listing Rules 

Is pre-vetting  
Generally Applicable Headline 

Categories 
[Note 5] 

required under 
the Listing 
Rules? 
[Notes 1 & 2] 

9.5 Results and financial information Subsequent changes made to the published preliminary 
announcements of results 

Announcement App 16 - Para 45A R18.50A No Revision of Information in 
Published Preliminary Results 

9.6 Results and financial information Results to be materially different from any profit 
forecast published by the issuer 

Announcement R13.24B(1) & (2) R17.26A(1) & (2) No Profit Warning 

9.7 Results and financial information Date of board meeting at which the declaration, 
recommendation or payment of a dividend is expected 
to be decided or results announcement is to be 
approved for publication 

Announcement R13.43 R17.48 No Date of Board Meeting 

9.8 Results and financial information Revision of interim reports, annual reports or summary 
financial reports 

Announcement R13.51(7) R17.50(6) No Revision of Published Financial 
Statements and Reports 

9.9 Results and financial information - Monthly 
statement of net asset value 

Main Board issuers only - For investment companies 
listed on the Exchange 

Announcement R21.12(3) N/A No Net Asset Value 

10.1 Directors and personnel Change in directorate or supervisory committee or chief 
executive - any appointment/resignation/re- 
designation/retirement/removal of director or supervisor 
or chief executive, or any important change in the 
holding of an executive office 

Announcement R13.51(2) R17.50(2) No Change in Directors or of 
Important Executive Functions or 
Responsibilities 
 
Change in Supervisors 
 
Change in Chief Executive 

10.2 Directors and personnel Change of information of directors or supervisors Announcement R13.51B(2), R13.51B(3) R17.50A(2), R17.50A(3) No Change in a Director's or 
Supervisor's Biographical Details 

10.3 Directors and personnel Issuer failing to comply with the requirements relating to 
independent non-executive directors 

Announcement R3.11 R5.06, R17.51(3) No Non-compliance with INED 
Requirements or INED Failing to 
Meet Independence Guidelines 

10.4 Directors and personnel Appointment of independent non-executive director 
who fails to meet any of the independent guidelines 

Announcement R3.14 R5.10 No Non-compliance with INED 
Requirements or INED Failing to 
Meet Independence Guidelines 
 
Change in Directors or of 
Important Executive Functions or 
Responsibilities 

10.5 Directors and personnel Change in member of audit committee Announcement No specific disclosure 
requirement 

R17.50(3) No Change of Audit Committee 
Member 
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(For both Main Board and GEM unless 
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Means of disclosure 

 
 
Main Board Listing Rules 

 
 
GEM Listing Rules 

Is pre-vetting  
Generally Applicable Headline 

Categories 
[Note 5] 

required under 
the Listing 
Rules? 
[Notes 1 & 2] 

10.6 Directors and personnel Issuer failing to comply with the requirements relating to 
audit committee 

Announcement R3.23 R5.33, R17.51(2) No Non-compliance with Audit 
Committee Requirements 

10.7 Directors and personnel Change in secretary Announcement R13.51(5) R17.50(3) No Change in Company Secretary 

10.8 Directors and personnel GEM issuers only - Change in compliance officer Announcement N/A R17.50(3) No Change in Compliance Officer 

10.9 Directors and personnel GEM issuers only - Issuer failing to appoint a 
compliance officer 

Announcement N/A R5.23, R17.51(1) No Non-compliance with Compliance 
Officer Requirements 

10.10 Directors and personnel Nomination of directors by a shareholder after 
publication of the notice of meeting 

Announcement or circular R13.70 R17.46B No Nomination of Director by 
Shareholder 
 
Re-election or Appointment of 
Director subject to Shareholders’ 
Approval 

10.11 Directors and personnel - Directors' 
dealings during blackout period 

Sale or disposal of securities by a director under 
exceptional circumstances where the sale or disposal if 
otherwise prohibited under the model code 

Announcement App 10 - Para 14 R5.67 No Dealing in Securities by Director 
where Otherwise Prohibited 
under Model Code 

10.12 Directors and personnel Issuer failing to comply with the requirements relating to 
remuneration committee 

Announcement R3.27 R5.36 No Non-compliance with 
Remuneration Committee 
Requirements 

11.1 Matters relating to pledge of issuer's 
securities by controlling shareholders 

Pledging or charging of interests in issuer's securities 
by a controlling shareholder of issuer in favour of an 
authorised institution for a bona fide commercial loan 
during the restriction period prescribed under the 
Listing Rules 

Announcement R10.07(2) note (3) R13.19 to R13.20, R17.43 No Charging or Pledging of Shares 
by Shareholder 

11.2 Matters relating to pledge of issuer's 
securities by controlling shareholders 

Disposal of securities pledged or charged by a 
controlling shareholder of issuer during the restriction 
period prescribed under the Listing Rules 

Announcement R10.07(2) note (3) R13.19 to R13.20, R17.43 No Charging or Pledging of Shares 
by Shareholder 
 
Change in Shareholding 

12.1 Other corporate matters Winding up or liquidation of listed issuer, its holding 
company or its major subsidiary 

Announcement R13.25 R17.27 No Winding Up and Liquidation of 
Issuer, its Holding Company or 
Major Subsidiary 
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Matter and/or transaction in question 
(For both Main Board and GEM unless 
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Main Board Listing Rules 

 
 
GEM Listing Rules 

Is pre-vetting  
Generally Applicable Headline 
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[Note 5] 

required under 
the Listing 
Rules? 
[Notes 1 & 2] 

12.2 Other corporate matters Change in capital structure Announcement R13.45(4) R17.49(4) No Capital Reorganisation 
 
Change in Shareholding 
 
Group Restructuring or Scheme 
of Arrangement 

12.3 Other corporate matters Decision on declaration, recommendation or payment 
of dividends 

Announcement R13.45(1), (2) R17.49 (1), (2) No Dividend or Distribution 

12.4 Other corporate matters Proposed alteration of memorandum or articles of 
association or equivalent documents 

Announcement R13.51(1) R17.50(1) No Amendment of Constitutional 
Documents 

12.5 Other corporate matters Change of expected date of payment of dividends Announcement R13.45(3) Note 3 R17.49(3) Note 3 No Change of Dividend Payment 
Date 

12.6 Other corporate matters Change in compliance adviser Announcement R3A.29, R13.51(6) R6A.29 No Change in Compliance Adviser 

12.7 Other corporate matters Change in auditors Announcement R13.51(4) R17.50(4) No Change in Auditors 
 
Change in Auditors Subject to 
Shareholders' Approval 

12.8 Other corporate matters Change in financial year end Announcement R13.51(4) R17.50(4) No Change in Financial Year End 

12.9 Other corporate matters Change in registered address, registered office, 
registered place of business in Hong Kong or agent for 
service of process in Hong Kong 

Announcement R13.51(5) R17.50(5) No Change in Registered Address or 
Office, Registered Place of 
Business in HK or Agent for 
Service of Process in HK 

12.10 Other corporate matters Change in share registrar including overseas branch 
share registrar 

Announcement R13.51(5) R17.50(3) No Change in Share 
Registrar/Transfer Agent 

12.11 Other corporate matters Closure of books Announcement R13.66 R17.78 No Closure of Books or Change of 
Book Closure Period 

12.12 Other corporate matters Emergency share registration arrangements during 
typhoon / black rainstorm warnings-new dividend 
payment date and extension in book-closure period 

Announcement PN8 - Para 3 (2)(i), Para 
3(3)(e) 

R17.79(9), R17.80(5) No Change of Dividend Payment 
Date 
 
Closure of Books or Change of 
Book Closure Period 

12.13 Other corporate matters Proposed arrangements to ascertain whether holders of 
issuer's securities wish to receive any corporate 
communication in English or Chinese 

Announcement R2.07B note R16.04B note No Other - Miscellaneous 
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[Note 5] 

required under 
the Listing 
Rules? 
[Notes 1 & 2] 

12.14 Other corporate matters Temporary documents of title - Notice relating to issue 
of  letters of regret 

Announcement App 2a - Para 5 App 2a - Para 5 No Other - Miscellaneous 

12.15 Other corporate matters Notice of issuer's intention to sell shares of a member 
who is untraceable 

Announcement App 3 - Para 13(2) App 3 - Para 13(2) No Intention to Sell Shares of 
Untraceable Member 

12.16 Other corporate matters Depositary receipts only - Change of depositary Announcement R19B.17 N/A No Change in Terms of Securities or 
Rights attaching to Securities 

12.17 Other corporate matters Depositary receipts only - Change of custodian Announcement R19B.18 N/A No Change in Terms of Securities or 
Rights attaching to Securities 

12.18 Other corporate matters Depositary receipts only - Material changes to the 
deposit agreement including changes to the rights and 
obligations of holders of depositary receipts and any 
changes to the fees and charges payable to the 
depositary 

Announcement R19B.17 N/A No Change in Terms of Securities or 
Rights attaching to Securities 

13.1 Arrangements regarding trading in listed 
securities  Announcement R13.52B(1) R17.53B(1) No 

[Note 3] 
Change of Company Name 
 
Change in Board Lot Size 
 
Trading Arrangements (other 
than Change in Board Lot Size) 

14.1 Matters relating to collective investment 
schemes 

Main Board issuers only - Notice of the Securities and 
Futures Commission to withdraw authorisation of the 
scheme 

Announcement App 7G - Para 4(1) N/A No Matters relating to Collective 
Investment Schemes 
 
Privatisation/Withdrawal  or 
Cancellation of Listing of 
Securities 

14.2 Matters relating to collective investment 
schemes 

Main Board issuers only - Intention to vary or 
terminate the scheme 

Announcement App 7G - Para 4(2) N/A No Matters relating to Collective 
Investment Schemes 
 
Privatisation/Withdrawal  or 
Cancellation of Listing of 
Securities 
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required under 
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[Notes 1 & 2] 

14.3 Matters relating to collective investment 
schemes 

Main Board issuers only -  Information necessary to 
enable the holders of interests to appraise the position 
of the Scheme and to avoid the establishment of a false 
market in the interests of the Scheme 

Announcement App 7G - Para 4(3) N/A No Matters relating to Collective 
Investment Schemes 

14.4 Matters relating to collective investment 
schemes 

Main Board issuers only - Statement relating to 
unusual movements in price and/or trading volume of 
listed securities 

Announcement App 7G - Para 11 N/A No Matters relating to Collective 
Investment Schemes 
 
Unusual Price/Turnover 
Movements - Qualified 
 
Unusual Price/Turnover 
Movements - Standard or Super 



 

 

Notes: - 
 

1.  Main Board Listing Rule 13.52(2) or GEM Listing Rule 17.53(2) sets out the specific categories of announcements of listed issuers that are subject to pre- 
vetting. 

 
2.  In addition to the specified circumstances mentioned in Note 1 above, Main Board Listing Rule 13.52A or GEM Listing Rule 17.53A provides that the Exchange 

has the right to request to review any announcements prior to publication in individual cases.   In any such case, the Exchange will communicate to the issuer 
its direction to review the announcement prior to publication and the reasons for its decision. 

 
It is envisaged that the Exchange will only exercise the power under Main Board Listing Rule 13.52A or GEM Listing Rule 17.53A to pre-vet an announcement 
in special circumstances.  This is generally the case where the Exchange has an interest in reviewing certain disclosure in a listed issuer’s announcement, for 
example the Exchange has required the listed issuer to make certain specific disclosure in its announcement and such disclosure is necessary to ensure a fair, 
orderly and efficient market. 

 
3.  Under Main Board Listing Rule 13.52B or GEM Listing Rule 17.53B, where the subject matter of an announcement may involve a change in or relate to or 

affect arrangements regarding trading in the issuer's listed securities (including suspension/resumption of dealings and withdrawal/cancellation of listing), the 
issuer must consult the Exchange before the announcement is issued.  The announcement must not contain any reference to a specific date or specific 
timetable in respect of such matter which has not been agreed in advance with the Exchange. 

 
4.  This note cancelled on 3 June 2010 

 
5.  Under Main Board Listing Rule 2.07C(3) or GEM Listing Rule 16.18(2), when submitting an announcement through e-Submission System for publication, the 

issuer must select all headlines that may be appropriate from the list of headlines set out in Appendix 24 of the Main Board Listing Rules or Appendix 17 of the 
GEM Listing Rules.   If the announcement is issued pursuant to different rule requirements, all relevant headlines that are related to such rule requirements 
must be selected. An issuer should not select the headline(s) under "Other" unless all other headlines are not applicable to its announcement (see Item 2 in 
Frequently Asked Questions Series 27). 

 
In particular, the issuer should consider whether the subject matter / transaction of the announcement isinside information which requires disclosure under 
Main Board Listing Rule 13.09(2)(a) or GEM Listing Rule 17.10(2)(a), and if so, the headline category “Inside Information” must be selected (in addition to those 
headline categories applicable to the announcement pursuant to other specific rule requirements). 

 
6.  The headline category “Issue of Warrants” is intended to apply to announcement relating to any issue or grant of options, warrants and similar rights to 

subscribe or purchase equity securities of an issuer under Chapter 15 of the Main Board Listing Rules or Chapter 21 of the GEM Listing Rules. 
 

7.  The headline category “Matters relating to Options” is intended to apply to announcement relating to any transaction involving an issuer writing, accepting, 
transferring, exercising or terminating an option or deciding not to exercise an option in the manner described in Chapter 14 or 14A of the Main Board Listing 
Rules / Chapter 19 or 20 of the GEM Listing Rules.  The issuer should also select the appropriate headline category related to notifiable/ connected transaction. 

 
 

8.  The headline category “Quarterly Results” also applies to a quarterly results announcement issued by any Main Board issuer. 
 

9.  The issuer should select the appropriate headline(s) under "Overseas Regulatory Announcement" according to the nature of information disclosed in its 
overseas regulatory announcement. See also Item 4 in Frequently Asked Questions Series 27. 
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Section B 
 
 

HONG KONG EXCHANGES AND CLEARING LIMITED 
 
 

GUIDE ON INTERPRETATION OF LISTING RULES AND REQUESTS 
FOR INDIVIDUAL GUIDANCE 

 
28 November 2008 

 
 
 
Purpose of this Guide 

 
1. This guide describes the Exchange’s procedures on giving guidance to listed issuers 

on interpretation  and  application of the  Listing Rules,  including  the  information 
required to be provided by the listed issuer requesting individual guidance. 

 
 
 
Introduction 

 
2. In carrying out its main duties, the Exchange provides guidance on the Listing Rules 

and listing-related matters to assist listed issuers and their directors in meeting their 
obligations under the Listing Rules and encourages them to consult at an early stage. 

 
 
 
Individual Guidance 

 
3. Individual guidance is normally given to one particular listed issuer and relates to its 

own particular circumstances or proposals. 
 
4. Depending on the nature of the guidance requested and the specific set of facts and 

circumstances presented, in some cases the guidance given by the Listing Division 
will have the effect of a decision.  Under these circumstances the listed issuer has the 
right to request a review of the decision or ruling of the Listing Division in accordance 
with the review procedure set out in the Listing Rules.   In other circumstances the 
Listing Division may provide informal guidance, for example, by making references 
to particular Listing Rules which may apply to the circumstance described,  or by 
highlighting  factors  which  the   listed  issuer  should  consider  in  its  analysis  on 
compliance with Listing Rules.    In those circumstances, the Listing Division would 
not make a ruling or decision and the guidance given by the Listing Division would 
not have a binding effect. 

 
 
 
How to Make a Request for Individual Guidance 

 
Written or Oral Requests 

 
5. Requests for individual guidance may be made by a listed issuer or its advisers in 

writing or o rally.   The requests should be addressed to the Listing Division officers 
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responsible for monitoring the listed issuer.   Relevant information can be found on 
the HKEx website under “Contact Persons in the Listing Division of HKEx for Listed 
Companies” on the “Contact, Enquiry and Complaint” page. 

 
6. The Listing Division may provide verbal guidance in the following situations (which 

are not exhaustive): 
 

- The subject transaction is in its early stages and the listed issuer is only seeking 
directional guidance. 

 
- The  enquiry is general in nature and the  Listing Division’s guidance involves 

directing the enquirer to specific Listing Rules or published interpretations. 
 

- The enquiry is made in respect of straight forward matters where an established 
set of precedents exists and the facts and circumstances of the cases are consistent 
with the precedent cases. 

 
7. If  oral  questions  raise  complex  or  significant  issues  or  involve  exercise  of  the 

Exchange’s discretion or in other circumstances where the Listing Division considers 
it preferable, the Division may invite the party to submit details of the request in 
writing so that it may be considered more thoroughly.   In appropriate circumstances 
staff of the Listing Division may provide general commentary   by  way of verbal 
guidance and advise the listed    issuer to submit a written request if the listed issuer 
requires a more definitive view or a ruling from the Exchange. 

 
8. Where a request for guidance has been made in writing, the Exchange will ordinarily 

provide its guidance in writing in order to create a clear record of its views for future 
reference. 

 
Information that need to be submitted to the Exchange 

 
9. The person requesting an individual guidance is responsible for providing all material 

information  that  the  Exchange  will  require  to  properly evaluate  the  situation  and 
respond to the request. 

 
10. Material information that the person requesting an individual guidance should provide 

include, but is not limited to: 
 

(1)     a description of the trans action/matter and the factual circumstances underlying 
the request; 

 
(2)    the Listing Rule(s) in relation to which the guidance is sought; 

 
(3)    the listed issuer(s) and other person(s) to whom the Listing Rule(s) in relation to 

which guidance is being sought apply, or will apply; and 
 

(4)    the listed issuer’s views of the application of the Listing Rule(s) in the particular 
circumstances of its case, including the listed issuer’s analysis of the rule(s) in 
light of the material facts. 
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11. The Exchange may request further information that it considers necessary. 
 
 
 
The Exchange’s Response to a Request for Individual Guidance 

 
Formal Guidance 

 
12. A listed issuer may request a formal guidance on its case and a ruling or decision may 

need to be made by the Exchange.   This is normally the case where the Exchange’s 
prior consent / confirmation is required under the Listing Rules before the listed issuer 
may proceed with its proposal.  The listed issuer may also request form al guidance in 
circumstances where it requires certainty on the application of the Listing Rules in a 
particular case. 

 
13. In  cases where substantial  guidance is warranted  t o be given to the listed  i ssuer 

requesting a ruling or decision from the Exchange, the Exchange’s response to the 
listed issuer’s request will usually contain: 

 
- the guidance given by the Exchange, including a brief analysis of the relevant 

Listing Rules in light of the materials presented by the listed issuer and the basis 
for the Exchange’s view or decision; 

 
- where there is a difference in views between the Exchange and the listed issuer, 

brief reasons for the Exchange’s decision; and 
 

- limitations applied to the guidance given to the listed issuer. 
 
14. Formal   guidance   is   given   to   the   listed   issuer   based   on   particular   facts   and 

circumstances of the individual case.     Where the listed issuer making the request for 
guidance has provided all material information, the listed issuer is generally entitled 
to rely upon it.  The ruling or decision given by the Exchange will be binding on the 
listed issuer (unless it requests a review of the decision). 

 
15. If the listed issuer does  not accept the ruling or decision given by the Exchange, it 

may request a review of the ruling or decision according to the procedures set out in 
Chapter 2B of the Main Board Listing Rules / Chapter 4 of the GEM Listing Rules. 

 
Informal Guidance 

 
16. In some circumstances, the Listing Division may decide to respond to an enquiry by 

giving informal   guidance on such terms   and   conditions as the team considers 
reasonable based on t he information provided by  the enquirer. This is  usually  the 
case where: 

 
(1) the enquirer is unwilling or unable to specify to whom the advice relates; 

 
(2) the enquirer is seeking guidance on interpretation of particular Listing Rules 

without referring to any specific circumstances or cases; 
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(3)    the enquiry is made in respect of a   preliminary proposal where a listed issuer 
wishes to consult the Listing Division about the interpretation and application of 
certain Listing Rules in  order to clarify the basis on which the proposal may 
properly proceed; and/or 

 
(4)     the enquiry is made in respect of a   specific transaction/matter but the enquirer 

has  not submitted  all material  information  to  allow the Exchange to make  a 
ruling or decision on the particular case. 

 
17. Informal guidance given to a listed issuer may include references to the principles on 

which the particular Listing Rules are based, and the preliminary views and comments 
of  the Listing Division on t he  issues raised by the enquirer.  A ny such views or 
comments expressed by the Listing Division will not be binding. 

 
When will the Listed Issuer get a Response 

 
18. The Listing Division will need sufficient time to consider a listed issuer’s request for 

guidance and make an appropriate response to it.   Nevertheless,  the  time  taken  to 
respond  in  each  individual  case will  necessarily  depend  upon  the complexity and 
novelty of the issues involved and whether sufficient information is provided by the 
listed issuer when it makes the request.  In addition, the process may take longer if 
the particular request for guidance involves novel, controversial or sensitive matters 
with general policy implications which require consideration by the Listing Committee 
or  the  Listing  Division  wishes  to  seek  the  Listing  Committee’s  guidance  on t he 
matter. 

 
19. The  Listing Division will endeavour to respond to any requests for guidance on a 

timely basis.   In general, oral enquiries relating to routine or straight forward matters 
will be dealt with on the same day.  For written enquiries, the Listing Division will 
ordinarily provide an initial response within 5 business days upon the receipt of the 
enquiry. 

 
 
 
Status of the Individual Guidance given to a Listed Issuer 

 
20. Guidance is usually given to a listed issuer based on particular facts and circumstances 

which exist when the guidance is given.    If the facts and circumstances change or 
there  is  found  to  be  an  omission of  facts  which  are  material to  the  analysis,  the 
guidance will cease to be effective. 

 
 
 
Disputes as to Interpretation 

 
21. From  time  to  time,  the  view  of  Compliance  &  Monitoring  Department  staff  on 

interpretation of a Listing Rule or how it should  be applied  is  not  accepted.     The 
majority  of  such   disputes  are  settled  between   the  Compliance  &  Monitoring 
Department staff members and the issuer, its directors or professional advisers. Where 
an issuer does not accept the view of Compliance & Monitoring Department staff 
members, they can seek to have their initial view reviewed at a staff level without 
prejudice to the issuer’s rights of review under the Listing Rules. 
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22. This staff level review will usually take the form of either a meeting of senior staff 
within the Listing Division or a consultation with senior staff within the Listing 
Division. This process usually involves the Head of Listing. At such a meeting the 
request for guidance on the application of the Listing Rules in the particular 
circumstances involved will be discussed. The decision of this review meeting should 
be taken to be the Listing Division’s considered view on the matter. 



C - 1 

 

 

Section C 
 
 

HONG KONG EXCHANGES AND CLEARING LIMITED 
 
 

GUIDE  ON APPLICATIONS FOR  WAIVERS AND MODIFICATIONS 
OF THE LISTING RULES 

 
 
28 November 2008 

 
 
 
Purpose of this Guide 

 
1. This guide describes the Exchange’s approach in handling listed issuers’ applications 

for   waivers and modifications   of   Listing Rules   (“Waivers”)   and   how such 
applications should be made by the issuers. 

 
 
 
Introduction 

 
2. The  principal function of the Exchange is to  provide a fair, orderly  and efficient 

market for trading of securities.  In discharging the regulatory duties, the Listing 
Division administers and interprets the Listing Rules as they apply to listed issuers. 
From time to time the Listing Division    may under Main Board Listing Rule 2.04 
(GEM Listing Rule 2.07) waive, modify or   not require compliance with the Listing 
Rules in individual cases to suit the circumstances of a particular case. 

 
 
 
Assessment of Waiver Applications 

 
General principles 

 
3. Listed issuers are expected to exercise all reasonable care to ensure full compliance 

with the Listing Rules1. 
 
4. The Listing Division will not grant Waivers to listed issuers, except where the Listing 

Rules already contemplate the granting of Waivers under    certain circumstances or 
where   the Listing Division   is satisfied   that there are exceptional   and   justifiable 
circumstances warranting the grant of a Waiver. 

 
5. Generally the Exchange will not grant Waivers in the following circumstances: 

 

 
(a)       the listed issuer structures transactions or makes arrangements which would 

result in non-compliance with the relevant Listing Rules, where either there is 
no acceptable mechanism for rectifying the non-compliance with the Listing 

 
 

1   The entering into a co nfidentiality agreement between the listed issuer and the counterparty should not fetter 
the listed issuer’s obligation to comply with the Listing Rules.   Accordingly the confidentiality obligation 
would not itself be a reason for granting a Waiver. 
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Rules or non-compliance with the     Listing Rules will pose a significant 
regulatory concern.  F or example, a listed issuer requests a Waiver from the 
minimum public float requirement arising from a contemplated trans   action 
involving issue of new shares to connected persons; and/or 

 

 
(b)       the Waiver is applied for by the listed issuer in respect of a Listing Rule 

obligation which has crystallised. For ex ample, by the listed issuer entering 
into a transaction.   A Waiver will not apply retrospectively. 

 
6. When deciding whether to grant a Waiver, the Listing Division will take into account 

the   circumstances   and reasons outlined in the   Waiver   application   and   all other 
relevant information supplied by the listed issuer. 

 
7. When assessing the merits of the Waiver application, the Exchange will generally 

consider the following factors (which are not exhaustive): 
 
 

(a)       whether the listed issuer is able to meet all the Waiver conditions where such 
conditions are specified under the Listing Rules or the listed issuer falls under 
the specific circumstances expressly provided for in the Listing Rules; 

 

 
(b)       whether  compliance  by  the listed   issuer  with  the  Listing  Rules  in  their 

unmodified form would be unduly burdensome, impractical (e.g. due to legal 
restriction, time constraint and/or inaccessibility of information) or would not 
achieve the regulatory purpose for which the Listing Rules were made; 

 

 
(c)       whether compliance with the Listing Rules would be prejudicial or seriously 

detrimental to the listed issuer’s interests; 
 

 
(d)       whether the Waiver would result in undue risks to shareholders and investors 

whose  interests are among those which  the  Listing Rules are intended to 
protect; and 

 

 
(e)       whether the grant of Waivers would be      repugnant  to,  or  conflict  with  the 

duties of, the Exchange under the Securities and Futures Ordinance in full or 
the general principles under Main Board Listing Rule 2.03 (GEM Listing Rule 
2.06). 

 
 

Application for a disclosure relief 
 
8. In relation to an application for a specific   disclosure relief, the Listing Division will 

also have regard to the following in its assessment: 
 
 

(a)      whether the information is of  minor importance only and is  not such as will 
influence assessment of the assets and liabilities, financial position, profits and 
losses and prospects of the listed issuer and, where relevant, the impact of the 
subject transaction; 
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(b)     whether disclosure would be (i) contrary to the public interest; or (ii) seriously 
detrimental  to the issuer  and the  omission  of  information  is not likely  to 
mislead  investors with regard to the  facts  and circumstances,  knowledge of 
which is essential for the informed assessment of the listed issuer’s securities; 
and 

 

 
(c)     whether  the  alternative  disclosure  (if any)  will enable shareholders and the 

investing public to make a properly informed assessment of the listed issuer’s 
securities or the subject transaction and/or to make an informed voting decision. 

 

 
Application for a timing relief 

 
9. In relation to an application for timing relief (e.g. temporary public float waiver and 

waiver application for delay in despatch of circular), the Exchange will also consider 
plans formulated by the listed issuer to comply with the Listing Rules. 

 
 
 
How to Make a Waiver Application 

 
10. All  Waiver  applications by listed issuers must  be made  in writing.   The Waiver 

applications  should be addressed to the Listing  Division officers responsible for 
monitoring the listed issuer.       Relevant  i nformation   can be found on t he HKEx 
website   under “Contact Persons   in the Listing   Division   of HKEx for Listed 
Companies” on the “Contact, Enquiry and Complaint” page. 

 
11. Each Waiver application should include the following: 

 
 

(a) the name and contact particulars of the issuer requesting the Waiver; 
 
 

(b)       identify the Listing Rules which the listed issuer is seeking to be waived or 
modified.  Where a listed issuer applies for a modification of the Listing Rules, 
it is required to submit details of the proposed modification (including where 
applicable the text of the unmodified rule and a draft of modified rule text); 

 

 
(c)       indicate whether the applicant is applying for variation of an existing Waiver, 

and if so provide further details of  the existing Waiver; 
 

 
(d)       include relevant facts and circumstances that support the Waiver request and 

all other relevant information that the listed issuer reasonably believe should 
be brought to the Listing Division’s attention; and 

 

 
(e)       contain a clear explanation, based on   all relevant facts and circumstances, of 

whether and why the grounds stated in paragraphs 7 to 9 apply so as to enable 
the Listing Division to consider the Waiver application.  For example: 

 

 
- Where the relevant Listing Rule has already set out specific conditions 

for the granting of  the Waiver, the listed issue r is required to submit 
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whether and how those conditions are, or will be met. 
 
 

- For application for a timing relief (e.g. temporary public float waiver 
and waiver application for delay in    despatch  of  circular), the listed 
issuer is norm ally required to submit its proposed plan and timetable 
for re-compliance with the Listing Rules. 

 
 
 
When will the Listed Issuer get a Response 

 
12. The time required to process a Waiver application will depend on the complexity of 

the relevant issue and whether sufficient    details  have been provided by the listed 
issuer for the Listing Division to consider the Waiver application. 

 
13. The  Listing Division m  ay  make  follow-up enquiry  as it considers appropriate to 

ascertain  the  facts and   circumstances  of  the  case for assessing  the merits  of the 
Waiver application. 

 
14. The process may take longer if the particular Waiver is intended to have general effect. 

Such Waivers require consideration by the  Listing Committee and the consent of the 
Securities and Futures Commission. 

 
15. Accordingly, for Waiver applications involving novel or complex issues, listed issuers 

are encouraged to submit their Waiver applications at the earliest possible opportunity. 
Where necessary, listed issuers m ay consider contacting the Listing Division to seek 
informal and confidential guidance at an early stage. 

 
16. The  Listing Division  will endeavour to respond  to any   Waiver applications on a 

timely basis.   In general, the Listing Division will provide an initial response within 5 
business days from the receipt of the Waiver application. 

 
 
 
 
Decisions relating to Waiver Applications 

 
17. The  Listing Division will  communicate  its decision  to approve or reject a Waiver 

application in writing. 
 
18. The Exchange’s decision letter would normally describe the conditions (if any) upon 

which the Waiver is based, making reference to the information provided in the listed 
issuer’s Waiver application.  W here the Waiver is rejected, our decision letter will 
state the reasons for such rejection. 

 
19. If the listed issuer does not accept the decision made by the Listing Division, it may 

request a review of the decision according to  the procedures set out in Chapter 2B of 
the Main Board Listing Rules / Chapter 4 of the GEM Listing Rules. 



C - 5 

 

 

Revoking Waiver granted to Listed Issuer 
 
20. As one of the standard conditions to our W aiver approval, a listed issuer is obliged to 

promptly notify the Exchange if it becomes aware of any matter which is material to 
the relevance or appropriateness of the Waiver.  The Listing Division has the right to 
revoke or modify a Waiver if there are any changes to the facts and circumstances as 
stated in the listed issuer’s submission(s) or any specific conditions imposed by the 
Listing Division for granting a Waiver are no longer satisfied. 

 
21. A Waiver granted with effect over a period  of time may be revoked by the Exchange 

in the event of any future amendments to the Listing Rules.  In such circumstances, 
the listed issuer must take immediate steps to establish whether the existing Waiver 
will survive the amendments to the Listing Rules and, if not take immediate steps to 
ensure compliance with the amended Rule requirements as soon as possible. 

 
22. The Listing Division will normally give notice of its intention to revoke any Waiver 

and provide a reasonable period of time for the listed issuer to make representations. 
The Listing Division will notify the listed issuer of its decision to revoke the Waiver 
or not having regard to any representations made by the listed issuer. 
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HONG KONG EXCHANGES AND CLEARING LIMITED 
 
GUIDE ON TRADING ARRANGEMENTS FOR SELECTED TYPES OF 
CORPORATE ACTIONS 
 
28 November 2008 (Updated 28 June 2019) 
 
1.         Introduction 
 
1.1 The Listing Department has produced this Guide on Trading Arrangements for Selected 

Types of Corporate Actions (CA) which outlines key issues and best practices in relation 
to schedule setting, provision of information and  trading arrangements for: 
i. Rights issue 
ii. Open offer 
iii. Share consolidation or sub-division 
iv. Change in board lot size 
v. Change of company name or addition of Chinese name 

 
1.2 The responsibility for disclosing of information in announcements and circulars, and 

complying with Listing Rules rests firmly with issuers and their directors.  This Guide 
does not form part of the Listing Rules and does not in any way amend or vary an 
issuer’s obligations under the Listing Rules, nor does it remove the need for issuers to 
make their own judgement on what information should be disclosed in relation to their 
corporate actions.   In case of doubt, issuers are encouraged to consult their contact 
persons in the Listing Department.   

 
2. Issues for attention 
 
2.1 Issuers should be aware that, as well as the Listing Rules and this Guide, the scheduling 

and arrangements of corporate actions may be also subject to statutory laws and 
regulations in their jurisdiction of incorporation.  For instance, the Company Ordinance 
has certain requirements on the cumulative book closure period. 

 
2.2 The guidelines in this document are developed and organised by types of corporate 

actions.  In practice, issuers may initiate complicated events, involving multiple types of 
corporate actions.   While the guidelines in this document refer to equities, they may also 
apply to other types of securities such as warrants and debt securities.  If issuers 
encounter any difficulties in applying the guidelines, they can contact the designated 
Listing Officer for advice. 

 
2.3 Unless otherwise specified, any reference to “day” or “days” in this document refers to 

calendar days.   
 
2.4 In this document, “business day” refers to any day on which the Stock Exchange of Hong 

Kong (“the Exchange”) is open for business to deal in securities, also called a “trading 
day”.  The term “settlement day” refers to a business day on which the settlement 
services of Central Clearing and Settlement System (“CCASS”) are available for use by 
CCASS Participants; i.e. business days except for Christmas Eve; New Year’s Eve and 
Lunar New Year’s Eve (i.e. these are half trading days on which CCASS does not offer 
settlement services). 

Section D 
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2.5 International Securities Identification Number (“ISIN”): Issuers should contact 

corresponding numbering agencies according to their place of incorporation to obtain 
new ISIN for the securities to be created as a result of the following corporate actions1:  

 
i. Nil paid rights shares in rights issue 
ii. Issue of a class of securities new to listing 
iii. Share consolidation or sub-division 
iv. Change of domicile or group reorganization 
v. Change of company name or addition of Chinese name (if there is exchange of share 

certificates2).  
vi. Capital reduction or change in board lot size (if there is exchange of share 

certificates2). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                                                 
1 ISIN is extensively used by International brokerage houses/ investors for settlement / clearing as well as trading. 

For ease of reference, issuers may refer to (i) the ISIN Uniform Guidelines for guidance on application of ISIN at 
https://www.anna-web.org/wp-content/uploads/2018/05/ISIN-Guidelines-Version-14_clean.pdf and (ii) the 
directory to the local numbering agencies at https://www.anna-web.org/members-db/ and http://www.anna-
web.org/members/substitute-numbering-agencies/. 

2 Whether a change in ISIN is required should be subject to the decision / operation procedure of the corresponding 
numbering agencies. In case no exchange of share certificates is arranged, the issuer is also required to update the 
corresponding numbering agency with the relevant information relating to the proposed corporate action (e.g. 
change of company name and change in board lot size).  

https://www.anna-web.org/wp-content/uploads/2018/05/ISIN-Guidelines-Version-14_clean.pdf
https://www.anna-web.org/members-db/
http://www.anna-web.org/members/substitute-numbering-agencies/
http://www.anna-web.org/members/substitute-numbering-agencies/
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3. Rights issue 
 

3.1 Basic concept:  A rights issue is the offer of new shares in the form of nil paid 
rights (“NPR”) to existing shareholders in proportion to their existing holdings 
at a specified price.  It is a multi-stage corporate action which involves 
distribution of NPR to registered shareholders, trading of NPR on the Exchange 
as temporary securities, acceptance of rights shares and trading of fully-paid 
rights shares in the secondary market.   At different stages of the event, there are 
various issues for issuers’ attention. 

  

3.2 Book closure/Record date:  Issuers must publish a notice of the closure of its 
transfer books or register of members at least six business days (i.e. five clear 
business days) before the closure for a rights issue or 10 business days before 
the closure in other cases.  The issuer must provide at least two trading days (as 
defined in the Rules of the Exchange) for trading in the securities with 
entitlements (i.e. before the ex-date) after publication of the book closure.  If 
cum-rights trading is interrupted due to, for example, a typhoon and/or a black 
rainstorm warning or trading suspension of the issuer’s securities, and 
interruption causes the number of uninterrupted trading days for cum-rights 
trading to fall short of two, the book closure date will be postponed, where 
necessary, to provide the market with a minimum of two trading days (during 
neither of which trading is interrupted) for cum-rights trading during the 
extended notice period.  In these circumstances, the issuer must publish an 
announcement on the revised timetable as soon as practicable.  For the sake of 
clarity, the two uninterrupted trading days do not need to be consecutive.   

An issuer must ensure that the last day for trading in the securities with 
entitlements to the rights issue falls at least one business day after the general 
meeting, if the rights issue requires approval by shareholders in general meeting 
or is contingent on a transaction that is subject to approval by shareholders in 
general meeting.  Under the current T+2 settlement system, the record date 
(when there is no book closure) or the last registration date (when there is a 
book closure) must be at least three business days after the general meeting. 

If the issuer fails to publish the result of the poll conducted in the general 
meeting in the manner prescribed under MB Listing Rule 13.39(5) / GEM 
Listing Rule 17.47(5), it must ensure there is at least one trading day for trading 
in the securities with entitlements to the rights issue after publication of the 
results of the poll.  The issuer must publish an announcement on any revised 
timetable. 

 MB Rule 
13.66(1), 
13.66(2), 
Notes (2)&(3) 
to 13.66  
GEM Rule 
17.78(1), 
17.78(2), 
Notes (1)&(2) 
to 17.78 

3.3 Offer period:  The Listing Rules require that the offer period in which the rights 
shares may be accepted should not be less than 10 business days.  In cases 
where the issuer has a large number of overseas shareholders, a longer period 
may be desirable, but the Exchange must be consulted if the offer period is over 
15 business days.  The offer period commences from the next business day after 
the despatch of the provisional allotment letters (“PAL”). 

 MB Rule 7.20,  
GEM Rule 
10.30 
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3.4 The latest time for acceptance of and payment for rights shares:  To allow 
sufficient time for clearing and settlement, the latest time for acceptance of and 
payment for rights share and application for excess rights shares should be three 
business days after the last trading day of NPR.  However if one of the three 
business days immediately after the last trading day is Christmas Eve, New 
Year’s Eve or Lunar New Year’s Eve (which are not regarded as settlement 
days), the issuer should consult the Exchange to agree on a workable timetable.  

  

3.5 Rights of overseas shareholders:  For the sake of clarity, the issuer should state 
clearly in the announcement and/or circular whether the offer will be extended 
to overseas shareholders and if not, the arrangement of the NPR. 

  

3.6 Convertible securities:  If the issuer has outstanding equity warrants or other 
convertible securities listed on the Exchange at the time of the rights issue, to 
protect the interests of the convertible securities holders, the issuer should state 
in the announcement and circular the name and stock code of these convertible 
securities and the latest time for the holders of these securities to exercise their 
rights in order to be entitled to the rights issue.    

  

3.7 CA Information to be provided:  It is good practice for issuers to provide the 
following CA information as far as possible in the initial disclosure material of 
the rights issue: 

i. Record date (i.e. dd/mm/yyyy) on which the shareholders entitled to the 
rights issue will be identified based on the names appearing on the books at 
the end of that date.   If the rights issue requires approval by shareholders in 
general meeting or is contingent on a transaction that is subject to approval 
by shareholders in general meeting, the record date on which the issuer will 
identify shareholders who will be entitled to attend and vote at the general 
meeting must also be provided. 3  If there is a book closure period, the 
record date can fall on any day during the period but it normally falls on the 
last book closure date.   The issuer usually determines the identity of 
shareholders who qualify for the rights issue at the close of the business 
day.  Otherwise, the issuer must specify the Hong Kong time at which the 
snapshot of shareholder records will be taken in the form of “hh:mm on 
dd/mm/yyyy”. 

ii. Book closure period (i.e. either “on dd/mm/yyyy” or “from dd/mm/yyyyy to 
dd/mm/yyyyy, both days inclusive”) in which the company register will be 
closed to identify shareholders who will be entitled to the rights issue.   

iii. Latest time for lodging transfers of shares (i.e. at 4:30pm on 
dd/mm/yyyy) in order to qualify for the rights issue.   The issuer must ensure 
that the selected date is a future business day on which the share registrar 
will be open for business and will handle share transfers for the relevant 
security.  In particular, if the issuer has a large number of shareholders, it is 
wise to ensure that the share registrar has the ability to handle the possible 
substantial volume of share transfers within the book closure period. 

iv. Rights issue ratio (e.g. one rights share for every five shares held) 
v. Issue size of  rights issue  (i.e. number of rights shares to be issued) 
vi. Subscription price per rights share (It is advised to be expressed in Hong 

  

                                                 
3 Issuer should refer to Guide on General Meeting for details. 
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Kong dollars or at least with an equivalent Hong Kong dollar amount for 
easy reference) 

vii. The despatch date of Rights Issue Documents (including prospectus, 
provisional allotment letter and excess application form, if any) (please 
specify in the form of either “on dd/mm/yyyy” or “on or before 
dd/mm/yyyy”) 

viii. The despatch date of the fully-paid rights shares (please specify in the 
form of either “on dd/mm/yyyy” or “on or before dd/mm/yyyy”) 

3.8 ISIN code and stock code:  If there is a new security resulting from the 
corporate action, it is best practice for the issuer to announce the ISIN code and 
stock code of the new security to the market as soon as possible and not later 
than the payment date for the event. 

  

3.9 Basis of allocation of excess shares:  To ensure that sufficient information is 
provided to shareholders, the issuer is required to disclose the basis of allocation 
of excess shares not subscribed by allottees in the announcement, circular and 
listing documents for a rights issue. 

 MB Rule 7.21(1) 
and (3) / GEM 
Rule 10.31(1) 
and (3) 

3.10 Treatment of fractions:  For the avoidance of doubt, the issuer should include 
conditions applying to the treatment of fractions in the calculation of resultant 
entitlements.  This is because some ratios of rights issue may result in the 
creation of fractional entitlements; i.e. resultant entitlements that are not whole 
units of the underlying shares.   For instance, assuming a rights issue ratio of 
two nil paid rights shares for every five shares held, it will be unclear whether a 
shareholder holding 1,004 shares (which is not an integral multiple of five 
shares) will receive 400 nil paid rights shares (on the basis of the whole 
multiple) or 401 nil paid rights shares (on a pro-rata basis).  In such cases, the 
issuer should specify the conditions. 

  

3.11 Free splitting of PALs:  The issuer must provide its shareholders with a free 
splitting service for PALs.   The splitting of PALs must be completed within 
three business days after the date of receipt.    The issuer should also note that: 

i. the last day for splitting must be at least three business days before the last 
trading day of NPR; and   

ii. there must not be more than five clear business days between the last day 
for splitting and the last day for renunciation (i.e. the latest time for 
acceptance of and payment for rights shares and application for excess 
rights shares). 

 MB Rule 
Appendix 2A, 
4 (2), GEM 
Rule Appendix 
2A, 4 (2) 

3.12 Trading of NPRs:  The NPRs distributed to shareholders will be traded on the 
stock exchange for a short period of time.  To facilitate the trading of these 
temporary securities, the issuer should note the following: 

i. Trading currency of NPRs should be the same as for the underlying 
securities; 

ii. Board lot size of NPRs should be the same as the existing board lot size for 
the underlying securities.  If there is a proposal for a change in board lot 
size, the board lot size of NPRs should be the same as the proposed new 
board lot size for the underlying securities; 

iii. Trading of NPRs normally commences two business days after the despatch 
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of NPRs to registered shareholders; and 
iv. Trading period of NPRs should not be less than five business days. 

3.13 Other corporate actions:  If the issuer pursues other corporate actions in the 
same period (e.g. stock consolidation or sub-division), the issuer should clearly 
state the rights issue ratio on a post-event basis and the par value (if applicable) 
of the resultant shares in the circular and rights issue prospectus.  In case the 
other corporate actions are terminated, the issuer should disclose to the market 
whether or not the rights issue will proceed and if so, whether the rights issue 
ratio will remain the same. 

  

3.14 Typhoon or black rainstorm arrangements:  If trading is interrupted by a 
typhoon and/or a black rainstorm warning and the interruption causes the 
number of uninterrupted trading days for cum-rights trading during the book 
closure notice period to fall short of two, the book closure date will be 
automatically postponed, where necessary, to provide at least two trading days 
for trading cum-rights securities.  In addition, an issuer must ensure that the last 
day for trading in the securities with entitlements to a rights issue falls at least 
one business day after the general meeting, if the rights issue requires approval 
by shareholders in general meeting or is contingent on a transaction that is 
subject to approval by shareholders in general meeting (see G3.2).  If trading on 
the Exchange is interrupted due to a typhoon and/or a black rainstorm warning, 
the record date/book-close date (thus the ex-date) may need to be postponed. In 
these circumstances, the issuer must publish an announcement on the revised 
timetable as soon as practicable.  

Whenever the schedule of rights issue may be interrupted by a typhoon or a 
black rainstorm warning, shareholders should be properly informed of the 
contingency arrangements for these circumstances.  The issuer must insert the 
following note, or a similar note to the same effect, to the timetable set out in 
the circular and the listing document for a  rights issue: 

“The latest time for acceptance of and payment for rights shares will not take 
place if there is a tropical cyclone warning signal no. 8 or above, or a ‘black’ 
rainstorm warning: 
i. in force in Hong Kong at any local time before 12:00 noon and no longer 

in force after 12:00 noon on [Last Acceptance Date].  Instead the latest 
time for acceptance of and payment for the rights shares will be extended to 
5:00 p.m. on the same business day; 

ii. in force in Hong Kong at any local time between 12:00 noon and 4:00 p.m. 
on [Last Acceptance Date].  Instead the latest time of acceptance of and 
payment for the rights shares will be rescheduled to 4:00 p.m. on the 
following business day which does not have either of those warnings in 
force at any time between 9:00 a.m. and 4:00 p.m. 

If the latest time for acceptance of and payment for the rights shares does not 
take place on [Last Acceptance Date], the dates mentioned in the ‘Expected 
timetable’ section may be affected.  The Company will notify shareholders by 
way of announcements on any change to the expected timetable as soon as 
practicable.” 
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3.15 CCASS eligibility:  If the rights shares in their nil-paid and fully-paid forms 
will be admitted as CCASS eligible securities from the date of commencement 
of dealings, the circular and the listing document of the rights issue should 
contain the following paragraph or a similar paragraph to the same effect: 

“Subject to the granting of listing of, and permission to deal in, the right shares 
in both nil-paid and fully-paid forms on the Stock Exchange, the rights shares 
will be accepted as eligible securities by HKSCC for deposit, clearance and 
settlement in CCASS with effect from the commencement date of dealings in the 
rights shares on the Stock Exchange or such other date as determined by 
HKSCC.  Settlement of transactions between participants of the Stock Exchange 
on any trading day is required to take place in CCASS on the second settlement 
day thereafter.  All activities under CCASS are subject to the General Rules of 
CCASS and CCASS Operational Procedures in effect from time to time.” 

  

3.16 Excess application arrangement:   It is common for issuers to arrange for 
disposal of unsubscribed rights shares by means of excess application forms.   
In making excess application arrangements, issuers should note the following 
matters in relation to shareholdings under nominee companies.   

i. Top-up arrangement: In allocating excess rights, the issuer usually gives 
preference to applications with less than one board lot by rounding it up to a 
whole board lot (“Top-up Arrangement”) and treats shareholders whose 
names appear on the register of members (“Qualifying Shareholders”) as 
single shareholders.  As such, a nominee company whose name appears on 
the register of members will be treated as a single shareholder (“Registered 
Nominee Company”) and the Top-up Arrangement will not be extended to 
the beneficial owners who hold their shares through that nominee company.  
It is important for issuers to draw the attention of shareholders to these facts.   
Accordingly, issuers should put the following statements or statements to the 
same effect into the proposed rights issue announcement, circular and listing 
document: 

“The Board of the issuer will regard a Registered Nominee Company as a 
single shareholder under the Top-up Arrangement.  Accordingly, the Top-
up Arrangement in relation to the allocation of excess rights will not be 
extended to the beneficial owners individually.  Beneficial owners who hold 
their shares through a Registered Nominee Company are advised to 
consider whether they would like to arrange registration of their shares in 
their own names prior to the relevant book close period.”   
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ii. Application tier arrangement:  The issuer may set application tiers to govern 
the number of excess rights shares that can be applied for in each excess 
application.  However there are practical difficulties (described below) 
preventing nominee companies from complying with such requirement.  
 
A Registered Nominee Company only has the shareholding information of its 
direct clients.  It has limited information on the identity and shareholding 
information of beneficial owners who are the customers of its direct clients.   
Its direct client has full discretion to determine how the excess applications 
from its own customers are submitted to the Registered Nominee Company.  
The direct client may (a) aggregate all the excess applications of its clients 
and submit only one excess application to the Registered Nominee Company; 
or (b) submit several excess applications to the Registered Nominee 
Company with some excess applications representing the aggregate of excess 
applications of several clients and some excess applications representing the 
individual excess application of each client.  As such, it is the responsibility 
of the direct client or its own customers to ensure compliance with the 
application tier requirement and the Registered Nominee Company is not in a 
position to do so; and  
 
Even if all beneficial owners who hold shares through a Registered Nominee 
Company comply with the application tier requirement, it is still possible that 
the aggregate number of excess rights applied for by a Registered Nominee 
Company may not fall into any application tiers. 

Accordingly, it is best practice for issuers to insert into the proposed rights 
issue announcement, circular and listing document (where applicable) a 
paragraph to the effect that Registered Nominee Companies would be 
exempted from the application tier requirement and that it is the 
responsibility of each beneficial owner who holds securities through a 
Registered Nominee Company to comply with the application tier 
requirement.  The issuer should also state clearly in the announcement, 
circular and listing document that excess applications from nominee 
companies will be accepted by share registrars even if their subscription 
under PAL is not in full.  

  

3.17 Undertaking / declaration:  Given that nominee companies may only have the 
shareholding information of their direct clients and have limited information on 
the identity and shareholding information of the ultimate beneficial owners, the 
issuer should note that nominee companies are not in a position to give any 
undertaking / declaration or deemed representation / warranty (e.g. when 
making the subscription under PAL or application for excess rights, nominee 
companies are deemed to have given representation or warranty to the issuer 
that the beneficial owners are not (a) within the United States; or (b) persons by 
whom the subscription / application would require additional registrations or 
require the issuer to comply with any requirements or procedures under any 
laws or regulations of any jurisdictions outside Hong Kong) at the time of 
making the subscription under PAL or application for excess rights. 
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3.18 Sample timetable for a rights issue:    The following table is compiled strictly as a sample for 
issuers’ reference.  It contains various assumptions which may not apply to a specific case of a 
rights issue.   Depending on the individual requirements of each exercise, the issuer should make 
necessary modifications. 

Event Remarks Timeline* 

(i) General Meeting NOT required   

Publication of the rights issue  
announcement (including timetable) 
on HKEXnews website  

At least six business days (i.e. five clear 
business days) before the book closure 

Day 1 

Last day of dealings in securities on 
cum-rights  basis 

The business day immediately before the ex-
date 

Day 4 

Ex-date (the first day of dealings in 
securities on ex-rights basis) 

The business day immediately before the 
record date (when there is no book closure) or 
two business days before the register of 
members closes (when there is a book 
closure) 

Day 5 

Latest time for lodging transfers of 
shares to qualify for the rights issue 

 4:30pm on 
Day 6 

Register of members closes (both days 
inclusive) 

 Day  7-11 

Record date for rights issue Any day during the closure of the register of 
members period 

Day 11 

Despatch of  PAL and NPR    Day 12 
First day of dealing in NPR   Two business days after the despatch of PAL Day 14 
Latest time for splitting of PAL  - At least three business days preceding the 

last dealing day 
- Not more than five clear business days 

between the last day for splitting and the 
last day for renunciation 

At a time on 
Day 16 

Last day of dealings in NPR  Trading period of NPR should be at least five 
business days 

Day 19 

Latest time for acceptance and 
payment for rights shares and 
application for excess rights shares  

- Three business day after last day of dealing  
- The offer period should not be less than 10 

business days.    

At a time on 
Day 22 

Latest time for the termination of the 
underwriting agreement (if applicable) 

 At a time on 
Day 23 

Announcement of the allotment results  Day 27 
Despatch of certificates for fully-paid 
rights shares and refund cheques 

 Day 28 

Expected first day of dealings in fully-
paid rights shares  

The business day immediately after the 
despatch of certificates 

Day 29 
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Event Remarks Timeline* 
(ii) General Meeting required   
Publication of the rights issue  
announcement (including timetable) 
on HKEXnews website  

At least 10 business days before the book 
closure for general meeting 

Day 1 

Latest time for lodging transfers of 
shares to qualify for attendance and 
voting at the general meeting 

 4:30pm on 
Day 10 

Register of members closes (both days 
inclusive) 

 Day  11-15 

Record date for attendance and voting 
at the general meeting 

Any day during the closure of the register of 
members period but not later than the day any 
general meeting is held for such purpose  

Day 15 

General meeting to approve the 
proposal   

 Day 15 

Announcement of the result of the 
general meeting  

 Day 15 

Last day of dealings in securities on 
cum-rights  basis 

At least one business day after the general 
meeting 

Day 16 

Ex-date (the first day of dealings in 
securities on ex-rights basis) 

The business day immediately before the 
record date (when there is no book closure) or 
two business days before the register of 
members closes (when there is a book 
closure) 

Day 17 

Latest time for lodging transfers of 
shares to qualify for the rights issue 

 4:30pm on 
Day 18 

Register of members closes (both days 
inclusive) 

 Day  19-23 

Record date for rights issue  At least three business days after the general 
meeting 

Day 23 

Despatch of  PAL and NPR    Day 24 
First day of dealing in NPR   Two business days after the despatch of PAL Day 26 
Latest time for splitting of PAL  - At least three business days preceding the 

last dealing day 
- Not more than five clear business days 

between the last day for splitting and the 
last day for renunciation 

At a time on 
Day 28 

Last day of dealings in NPR  Trading period of NPR should be at least five 
business days 

Day 31 

Latest time for acceptance and 
payment for rights shares and 
application for excess rights shares  

- Three business day after last day of dealing  
- The offer period should not be less than 10 

business days.    

At a time on 
Day 34 

Latest time for the termination of the 
underwriting agreement (if applicable) 

 At a time on 
Day 35 

Announcement of the allotment results  Day 39 
Despatch of certificates for fully-paid 
rights shares and refund cheques 

 Day 40 

Expected first day of dealings in fully-
paid rights shares  

The business day immediately after the 
despatch of certificates 

Day 41 

Note:  Timeline is counted in business days unless otherwise specified 
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3.19 Checklist for technical and operational matters in relation to a rights issue 

An issuer is expected to provide affirmative answers to all the questions in the checklist.   

* Please delete where inappropriate  
Issue Checked 
1. Book closure/Record date (G3.2):   

i. Is the notice of book closure made at least six business days (i.e. five clear 
business days) before the closure for a rights issue or 10 business days before 
the closure in other cases? 

ii. Are you aware that you must maintain at least two trading days for trading 
cum-rights securities during the notice period and, where necessary, to 
postpone the book closure date if cum-rights trading is interrupted due to a 
typhoon and/or a black rainstorm warning or trading suspension of the issuer’s 
securities which causes the number of uninterrupted trading days for cum-
rights trading fall short of two? 

iii. If the rights issue requires approval by shareholders in general meeting or is 
contingent on a transaction that is subject to approval by shareholders in 
general meeting, is the record date (when there is no book closure) or the last 
registration date (when there is a book closure) set at least three business days 
after the general meeting (i.e. at least one cum-trading day will be provided)? 

iv. Are you aware that you must ensure there is at least one trading day for 
trading in the securities with entitlements to the rights issue after publication 
of the results of the poll? 

v. Have you complied with the best practices outlined in the Guides on 
Disclosure of Record Date, Book Closure and Latest Time for Lodging 
Transfers of Shares separately issued by the Exchange? 

 
 
 

 
 
 

 

 
 

 

 
2. Offer period:   Is the offer period at least 10 business days?  If it is over 15 

business days, have you consulted the Exchange in advance? (G3.3) ( _______ 
days)      

 
3. The latest time for acceptance of and payment for rights shares:  Is the last 

acceptance day for rights shares and application for excess rights shares three 
business days after the last trading day of NPR?  (G3.4) 
i. The latest time for acceptance of rights shares: _____________  dd/mm/yyyy 
ii. Last trading day:       _________________  dd/mm/yyyy 

 
 
 
 

4. Rights of overseas shareholders:  Have you stated clearly whether the offer will be 
extended to overseas shareholders and if not, the arrangement for the NPR? 
(G3.5) 

 

5. Convertible securities:  If there are any outstanding equity warrants or convertible 
securities issued by your company, have you provided the name and stock code of 
the convertible securities as well as the deadline for the holders of these securities 
to exercise their rights to be entitled to the rights issue? (G3.6) 
 

 
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Issue Checked 
6. Information to be disclosed:   In your announcement, have you provided the 

following information in relation to the rights issue?  (G3.7) 
i. Record date:    __________ dd/mm/yyyy (if the identity of qualifed shareholders is 

not determined at the close of business on this day, please specify the Hong Kong 
time _________ hh:mm)  (if general meeting is required, the record date for 
attendance and voting at the general meeting must also be provided) 

 

 
 

ii. Book closure period: from  __________ dd/mm/yyyy to ______________ 
dd/mm/yyyy, both days inclusive  

iii. Latest time for lodging transfers of shares: at 4:30pm on __________ dd/mm/yyyy  
iv. Rights issue ratio:  _____ rights shares for every _____ existing shares held  
v. Issue size: _______________ rights shares 

  
vi. Subscription price per rights share: _________ (Please specify the currency 

_________.  In case it is a foreign currency, please specify an equivalent HK$ 
______________ amount for shareholders’ easy reference. ) 

 

vii. Despatch date of Rights Issue Documents:                                                    on/ on or 
before*______________ dd/mm/yyyy  

viii. Despatch date of  fully-paid rights shares: on /on or before *_______________ 
dd/mm/yyyy  

7. ISIN code and stock code (if applicable):  Have you announced the ISIN code and 
stock code of the new resultant security? (G3.8)  

8. Basis of allocation of excess shares:  Have you disclosed the basis of allocation of 
excess securities? (G3.9)  

9. Treatment of fractions:  Have you specified the conditions applying to the 
treatment of fractions in the calculation of resultant rights shares? (G3.10)   

       Whole multiple / pro-rata basis* 

 

10. Free splitting of PAL:  Have you provided the free splitting services?   (G3.11) 
- Is the last day for splitting at least three business days before the last day of 

dealing in NPR?  __________ days 
- Is there no more than five clear business days between the last day for splitting 

and the last day for renunciation?   __________  days 

 
 

11. Trading of NPR:  Regarding the trading arrangement of the NPR (G3.12), 
i. Is the trading currency of the nil paid rights the same as the underlying 

shares?    ______________ (please specify the currency____________) 
ii. Is the board lot size of the nil paid rights the same as the existing board lot 

size of the underlying shares, or if there will be a change in board lot size, 
what is the new board lot size of the underlying shares?                           
Board lot size:  ______                                               

iii. Is there at least two business days between the despatch of nil paid rights to 
shareholders and the first day of dealing in the nil paid rights shares?       
_______ days  

iv. Is the trading period no less than five business days?       ________  days 

 

 

 
 
 
 
 

12. Other corporate actions (if applicable):  Are there other corporate actions during 
the same period?  If so, have you stated clearly in the prospectus the rights issue 
ratio on a post-event basis and the par value (if applicable) of the resultant shares? 

 
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Issue Checked 
(G3.13) 

13. Typhoon and black rainstorm arrangements:   Have you stated the contingency 
arrangements for typhoons or black rainstorms in the circular?    (G3.14)  

14. CCASS eligibility:  Have you included the statement about the admission of the 
rights shares as CCASS eligible securities?   (G3.15)  

15. Top-up arrangement:  Have you alerted the beneficial owners who hold their 
securities through a nominee company of the fact that the top-up arrangement 
would not be extended to them individually and reminded them to take 
appropriate action? (G3.16 (i)) 

 

16. Application tier arrangement (if applicable):  Have you reminded shareholders 
that it is the responsibility of beneficial owners who hold securities through a 
registered nominee company to comply with the application tier requirement and 
that registered nominee companies would be exempted from the application tier 
requirement?   (G3. 16 (ii)) 

 

17. Underwriting / declaration:  Are you aware of the fact that nominee companies are 
not in a position to provide any undertaking/declaration or deemed representation 
at the time of making the subscription under PAL or application for excess rights 
in relation to matters about the beneficial owners? (G3.17) 

 

18. Expected timetable:  Have you included all the relevant events as illustrated in the 
timetable in relation to the rights issue? (G3.18)  
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4. Open offer 
 
4.1 Basic concept:  An open offer is an offer of securities to existing 

shareholders. Therefore many guidelines for a rights issue also apply to an 
open offer.  However in an open offer, the offer of securities for subscription 
may or may not be in proportion to the existing holding of shareholders and 
the securities are not allotted on renounceable documents.  Therefore the 
timetables are relatively simpler than for a rights issue.    

  

4.2 Book closure/Record date:  An issuer must publish a notice of the closure of 
its transfer books or register of members at least 10 business days before the 
closure.      

An issuer must ensure that the last day for trading in the securities with 
entitlements to the open offer falls at least one business day after the general 
meeting, if the open offer requires approval by shareholders in general 
meeting or is contingent on a transaction that is subject to approval by 
shareholders in general meeting.  Under the current T+2 settlement system, 
the record date (when there is no book closure) or the last registration date 
(when there is a book closure) must be at least three business days after the 
general meeting. 

If the issuer fails to publish the result of the poll conducted in the general 
meeting in the manner prescribed under MB Listing Rule 13.39(5) / GEM 
Listing Rule 17.47(5), it must ensure there is at least one trading day for 
trading in the securities with entitlements to the open offer after publication 
of the results of the poll.  The issuer must publish an announcement on any 
revised timetable. 

 MB Rule 
13.66(1), 
13.66(2), 
Note(3) to 
13.66   

GEM Rule 
17.78(1), 
17.78(2), 
Note(2) to 
17.78 

4.3 Offer period:  The Listing Rules require that the offer of securities by way of 
an open offer must remain open for acceptance for a minimum period of 10 
business days. In cases where the issuer has a large number of overseas 
shareholders, a longer period may be desirable, but the Exchange must be 
consulted if the offer period is over 15 business days.  The offer period 
commences from the next business day after the despatch of subscription 
forms. 

 MB Rule 7.25,  
GEM Rule 
10.40 

4.4 Rights of overseas shareholders:  For the sake of clarity, the issuer should 
state clearly in the announcement and circular whether the open offer will be 
extended to overseas shareholders and if not, the arrangement for the 
unsubscribed offer shares. 

  

4.5 Convertible securities:  If the issuer has outstanding equity warrants or other 
convertible securities listed on the Exchange at the time of an open offer, to 
protect the interests of the convertible securities holders, the issuer should 
state in the announcement and circular the name and stock code of the 
convertible securities and the latest time for the holders of these securities to 
exercise their rights in order to be entitled to the open offer.  

  

4.6 CA information to be provided:  It is good practice for issuers to provide as 
far as possible the following information in the initial announcement of the 
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open offer: 

i. Record date (i.e. dd/mm/yyyy) on which the shareholders entitled to 
the offer shares will be identified based on the names appearing on the 
books at the end of that date.   If the open offer requires approval by 
shareholders in general meeting or is contingent on a transaction that is 
subject to approval by shareholders in general meeting, the record date 
on which the issuer will identify shareholders who will be entitled to 
attend and vote at the general meeting must also be provided.4  If there 
is a book closure period, the record date can fall on any day during the 
period but it normally falls on the last book closure date.   The issuer 
usually determines the identity of qualified shareholders at the close of 
the business day.  If otherwise, the issuer must specify the Hong Kong 
time at which the snapshot of shareholder records will be taken in the 
form of “hh:mm on dd/mm/yyyy”. 

ii. Book closure period (i.e. either “on dd/mm/yyyy” or “from 
dd/mm/yyyyy to dd/mm/yyyyy, both days inclusive”) in which the 
company register will be closed to identify the shareholders who will be 
entitled to the open offer.   

iii. Latest time for lodging transfers of shares (i.e. by 4:30pm on 
dd/mm/yyyy) in order to qualify for the open offer.   The issuer should 
ensure that the selected date is a future business day on which the share 
registrar will be open for business and will handle transfers of shares for 
the relevant securities. In particular, if the issuer has a large number of 
shareholders, it is wise to ensure that the share registrar has the ability to 
handle the possible substantial volume of share transfers within the 
book closure period. 

iv. Open offer ratio (e.g. one offer share for every five shares held) 
v. Issue size of open offer (i.e. number of offer shares to be issued) 
vi. Subscription price per offer share (It is advised to be expressed in 

Hong Kong dollars or at least with an equivalent Hong Kong dollar 
amount for easy reference) 

vii. The despatch date of the subscription forms and the offer document 
(please specify in the form of either “on dd/mm/yyyy” or “on or before 
dd/mm/yyyy”) 

viii. The despatch date of the offer shares (please specify in the form of 
either “on dd/mm/yyyy” or “on or before dd/mm/yyyy”) 

4.7 Basis of allocation of excess shares:  To ensure that sufficient information is 
provided to shareholders, the issuer must disclose the basis of the allocation 
of securities not validly applied for by shareholders in the announcement, 
circular and listing documents for an open offer. 

 MB Rule 7.26A 
(1) and (3)  / 
GEM Rule 
10.42(1) and 
(3)  

4.8 Treatment of fractions:  For the avoidance of doubt, the issuer should 
include conditions applying to the treatment of fractions in the calculation of 
resultant entitlements.  This is because some ratios of an open offer may 
result in the creation of fractional entitlements; i.e. resultant entitlements that 

  

                                                 
4 Issuer should refer to Guide on General Meeting for details. 
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are not whole units of the underlying shares.   For instance, for a open offer 
ratio of two offer shares for every five shares held, it will be unclear whether 
a shareholder holding 1,004 shares (which is not an integral multiple of five 
shares) will receive 400 offer shares (on the basis of the whole multiple) or 
401 offer shares (on a pro-rata basis).  In these cases, the issuer should 
specify the conditions. 

4.9 Other corporate actions:  If the issuer pursues other corporate actions during 
the same period (e.g. stock consolidation or sub-division), it should clearly 
state the open offer ratio on a post-event basis and the par value (if 
applicable) of the resultant shares in its circular.  In cases where the other 
corporate actions are terminated, the issuer should disclose to the market 
whether or not the open offer will proceed and if so, whether the open offer 
ratio will remain the same. 

  

4.10 Typhoon or black rainstorm arrangements:  The schedule of an open offer 
may be interrupted by typhoons or black rainstorms.  Shareholders should be 
properly informed of the contingency arrangements in these circumstances.  
The issuer must insert the following note, or a similar note to the same 
effect, to the timetable set out in the circular or the listing document of the 
open offer: 

“The latest time for acceptance of and payment for offer shares will not take   
place if there is a tropical cyclone warning signal no. 8 or above, or a 
‘black’ rainstorm warning 
i. in force in Hong Kong at any local time before 12:00 noon and no 

longer in force after 12:00 noon on [Last Acceptance Date].  Instead 
the latest time for acceptance of and payment for the offer shares will be 
extended to 5:00 p.m. on the same business day; 

ii. in force in Hong Kong at any local time between 12:00 noon and 4:00 
p.m. on [Last Acceptance Date].  Instead the latest time of acceptance 
of and payment for the offer shares will be rescheduled to 4:00 p.m. on 
the following business day which does not have either of those warnings 
in force at any time between 9:00 a.m. and 4:00 p.m. 

If the latest time for acceptance of and payment for the offer shares does not 
take place on [Last Acceptance Date], the dates mentioned in the ‘Expected 
timetable’ section may be affected.  The Company will notify shareholders 
by way of announcements on any change to the expected timetable as soon 
as practicable.” 

In addition, an issuer must ensure that the last day for trading in the 
securities with entitlements to the open offer falls at least one business day 
after the general meeting, if the open offer requires approval by shareholders 
in general meeting or is contingent on a transaction that is subject to 
approval by shareholders in general meeting. If trading on the Exchange is 
interrupted due to a typhoon and/or a black rainstorm warning, the record 
date/book-close date (thus the ex-date) may need to be postponed. In such 
circumstance, the issuer must publish an announcement on the revised 
timetable as soon as practicable. 

  

4.11 CCASS eligibility:  If the offer shares will be admitted as CCASS eligible 
securities from the date of commencement of dealings, the timetable set out 
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in the circular and the listing document of the open offer should contain the 
following paragraph or a similar paragraph to the same effect: 

“Subject to the granting of listing of, and permission to deal in, the offer 
shares on the Stock Exchange, the offer shares will be accepted as eligible 
securities by HKSCC for deposit, clearance and settlement in CCASS with 
effect from the commencement date of dealings in the offer shares on the 
Stock Exchange or such other date as determined by HKSCC.  Settlement 
of transactions between participants of the Stock Exchange on any trading 
day is required to take place in CCASS on the second settlement day 
thereafter.  All activities under CCASS are subject to the General Rules of 
CCASS and CCASS Operational Procedures in effect from time to time.” 

4.12 Excess application arrangement:  Issuers may arrange for disposal of 
securities not validly applied for by shareholders under their assured 
entitlement, in which case such securities will be available for subscription 
by all shareholders in excess of their assured allotments.   In cases where an 
excess application arrangement will be made, issuers should note the 
following matters in relation to shareholdings under nominee companies.   

i. Top-up arrangement: In allocating excess offer shares, the issuer usually 
gives preference to applications with less than one board lot by rounding it 
up to a whole board lot (“Top-up Arrangement”) and treats shareholders 
whose names appear on the register of members (“Qualifying 
Shareholders”) as single shareholders.  As such, a nominee company 
whose name appears on the register of members will be treated as a single 
shareholder (“Registered Nominee Company”) and the Top-up 
Arrangement will not be extended to the beneficial owners who hold their 
shares through that nominee company.  It is important for issuers to draw 
the attention of shareholders to these facts.   Accordingly, issuers should 
put the following statement or a statement to the same effect in the 
proposed open offer announcement, circular and listing document: 

“The Board of the issuer will regard a Registered Nominee Company as a 
single shareholder under the Top-up Arrangement.  Accordingly, the Top-
up Arrangement in relation to the allocation of excess offer shares will not 
be extended to the beneficial owners individually.  Beneficial owners who 
hold their shares through a Registered Nominee Company are advised to 
consider whether they would like to arrange registration of their shares in 
their own names prior to the relevant book close period.”  

  

ii. Application tier arrangement:  The issuer normally may set application 
tiers to govern the number of excess offer shares that can be applied for in 
each excess application.  However there are practical difficulties (described 
below) preventing nominee companies such as HKSCC Nominee Limited 
from complying with such a requirement.  

A Registered Nominee Company only has the shareholding information of 
its direct clients.  It has limited information on the identity and 
shareholding information of beneficial owners who are the customers of its 
direct clients.   Its direct client has full discretion to determine how the 
excess applications from its own customers are submitted to the Registered 
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Nominee Company.  The direct client may: (a) aggregate all the excess 
applications of its clients and submit only one excess application to the 
Registered Nominee Company; or (b) submit several excess applications to 
the Registered Nominee Company with some excess applications 
representing the aggregate of excess applications of several clients and 
some excess applications representing the individual excess application of 
each client.  As such, it is the responsibility of the direct client or its own 
customers to ensure compliance with the application tier requirement and 
the Registered Nominee Company is not in a position to do so; and  

Even if all beneficial owners who hold securities through a Registered 
Nominee Company comply with the application tier requirement, it is still 
possible that the aggregate number of excess offer shares applied for by a 
Registered Nominee Company may not fall into any application tiers.  

Accordingly, it is good practice for the issuer to insert in the proposed open 
offer announcement, circular and listing document (where applicable) a 
paragraph to the effect that Registered Nominee Companies would be 
exempted from the application tier requirement and that it is the 
responsibility of each beneficial owner who holds securities through a 
Registered Nominee Company to comply with the application tier 
requirement. The issuer should state clearly in the announcement, circular 
and listing document that excess application from nominee companies will 
be accepted by share registrars even if their assured entitlement of the offer 
shares are not subscribed in full. 

4.13 Undertaking / declaration: Given that nominee companies may only have the 
shareholding information of their direct clients and have limited information 
on the identity and shareholding information of the ultimate beneficial 
owners, the issuer should note that nominees companies are not in a position 
to give any undertaking / declaration or deemed representation / warranty 
(e.g. when  making a subscription for assured entitlement or application for 
excess offer shares, nominee companies are deemed to have given a 
representation or warranty to the issuer that the beneficial owners are not (a) 
within the United States; or (b) persons by whom the subscription / 
application would require additional registrations or require the issuer to 
comply with any requirements or procedures under any laws or regulations 
of any jurisdictions outside Hong Kong) at the time of making the 
subscription of assured entitlement or application for excess offer shares. 
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4.14 Sample timetable for an open offer:  The following table is compiled strictly 
as a sample for issuers’ reference.  It contains various assumptions which may 
not apply to a specific case of an open offer.   Depending on the individual 
requirements of each exercise, the issuer should make necessary 
modifications. 

Event Remarks Timeline* 

(i) General Meeting NOT required   

Publication of the open offer announcement 
(including timetable) on HKEXnews 
website  

At least 10 business days before the 
book closure 

Day 1 

Last day of dealings in securities on cum-
entitlement basis  

The business day immediately 
before the ex-date 

Day 8 

Ex-date (the first day of dealings in securities 
on ex-entitlement basis) 

The business day immediately 
before the record date (when there 
is no book closure) or two business 
days before the register of members 
closes (where there is a book 
closure) 

Day 9 

Latest time for lodging transfers of shares in 
order to qualify for the open offer 

 4:30pm  
on Day 10 

Register of members closes (both days 
inclusive) 

 Day  11-15 

Record date for open offer Any day during the closure of 
register of members  

Day 15 

Despatch of the prospectus and subscription 
form 

 Day 16 

Latest time for acceptance and payment for  
offer shares and application for excess offer 
shares  

The offer period should be at least 
10 business days.    

At a time 
on Day 26 

Latest time for the termination of 
underwriting agreement (if applicable) 

 At a time 
on Day 27 

Announcement of the allotment results  Day 31 

Despatch of certificates for offer shares and 
refund cheques 

 Day 32 

Expected first day of dealings in offer 
shares 

The business day immediately after 
the despatch of certificates 

Day 33 
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Event Remarks Timeline* 

(ii) General Meeting required   

Publication of the open offer announcement 
(including timetable) on HKEXnews 
website  

At least 10 business days before the 
book closure 

Day 1 

Latest time for lodging transfers of shares in 
order to qualify for attendance and voting at 
the general meeting 

 4:30pm  
on Day 10 

Register of members closes (both days 
inclusive) 

 Day  11-15 

Record date for attendance and voting at the 
general meeting 

Any day during the closure of 
register of members but not later 
than the day any general meeting is 
held for such purpose 

Day 15 

General meeting to approve the proposal   Day 15 

Announcement of the result of the general 
meeting 

 Day 15 

Last day of dealings in securities on cum-
entitlement basis  

At least one business day after the 
general meeting 

Day 16 

Ex-date (the first day of dealings in securities 
on ex-entitlement basis) 

The business day immediately 
before the record date (when there 
is no book closure) or two business 
days before the register of members 
closes (where there is a book 
closure) 

Day 17 

Latest time for lodging transfers of shares in 
order to qualify for the open offer 

 4:30pm  
on Day 18 

Register of members closes (both days 
inclusive) 

 Day  19-23 

Record date for open offer  At least three business days after the 
general meeting 

Day 23 

Despatch of the prospectus and subscription 
form 

 Day 24 

Latest time for acceptance and payment for  
offer shares and application for excess offer 
shares  

The offer period should be at least 
10 business days.    

At a time 
on Day 34 

Latest time for the termination of 
underwriting agreement (if applicable) 

 At a time 
on Day 35 

Announcement of the allotment results  Day 39 

Despatch of certificates for offer shares and 
refund cheques 

 Day 40 

Expected first day of dealings in offer 
shares 

The business day immediately after 
the despatch of certificates 

Day 41 

Note:  Timeline is counted in business days unless otherwise specified 
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4.15 Checklist for technical and operational matters in relation to an open offer 

The issuer is expected to provide affirmative answers to all the questions in the checklist.   

  * Please delete where inappropriate 
Issue Checked 
1. Book closure/Record date (G4.2):   

i. Is the notice of book closure made at least 10 business days before the closure? 

ii. If the open offer requires approval by shareholders in general meeting or is 
contingent on a transaction that is subject to approval by shareholders in general 
meeting, is the record date (when there is no book closure) or the last 
registration date (when there is a book closure) set at least three business days 
after the general meeting (i.e. at least one cum-trading day will be provided)? 

iii. Are you aware that you must ensure there is at least one trading day for trading 
in the securities with entitlements to the open offer after publication of the 
results of the poll? 

iv. Have you complied with the best practices outlined in the Guide on Disclosure 
of Record Date, Book Closure and Latest Time for Lodging Transfers of Shares 
separately issued by the Exchange? 

 
 

 
 
 

 

 
 

2. Offer period:  Is the offer period at least 10 business days?  If it is over 15 business 
days, have you consulted the Exchange in advance (G4.3) ________  days  

3. Rights of overseas shareholders:  Have you stated clearly whether the offer will be 
extended to overseas shareholders and if not, the arrangement for the unsubscribed 
offer shares? (G4.4) 

 

4. Convertible securities:  If there is any outstanding equity warrants or convertible 
securities issued by your company, have you provided the name and stock code of 
the convertible securities as well as the deadline for the holders of these securities to 
exercise their rights to be entitled to the offer shares? (G4.5)   
____________________________ 

 

5. Information to be disclosed:  In your announcement, do you provide the following 
details of the open offer?  (G4.6) 
i. Record date:    __________ dd/mm/yyyy (if the identity of qualified 

shareholders is not determined at the close of business on this day, please 
specify the Hong Kong time _________ hh:mm)  (if general meeting is 
required, the record date for attendance and voting at the general meeting must  
also be provided)    

 

ii. Book closure period: from  __________ dd/mm/yyyy to ______________ 
dd/mm/yyyy, both days inclusive  

iii. Latest time for lodging transfers of shares:  by _________ hh:mm on 
____________ dd/mm/yyyy  

iv. Open offer ratio:   _______ offer shares for every ______ shares held  
v. Issue size of open offer: _________________ shares  
vi. Subscription price per offer share: _______  (Please specify the currency  
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Issue Checked 
_________.  In case it is a foreign currency, please specify an equivalent HK$ 
______________ amount for shareholders’ easy reference.) 

vii. Despatch date of the subscription forms and the offer document:  on/on or 
before* ______________ dd/mm/yyyy  

viii. Despatch date of the offer shares:   on/on or before* ______________ 
dd/mm/yyyy  

6. Basis of allocation of excess shares:  Have you disclosed the basis of allocation of 
the excess shares? (G4.7)  

7. Treatment of fractions:  Have you specified the conditions applying to the treatment 
of fractions in the calculation of resultant offer shares? (G4.8)  

      Whole multiple / pro-rata basis* 
 

8. Other corporate actions (if applicable):  Are there other corporate actions during the 
same period?  If so, have you stated clearly in the circular the open offer ratio on a 
post-event basis and the par value (if applicable) of the resultant shares? (G4.9) 

 
9. Typhoon or black rainstorm arrangements:  Have you stated the contingency 

arrangement for typhoons or black rainstorms in the circular?   (G4.10)  
10. CCASS eligibility:  Have you included the statement about the admission of the offer 

shares as CCASS eligible securities?   (G4.11)  
11. Top-up arrangement:  Have you alerted the beneficial owners who hold their 

securities through a nominee company of the fact that the top-up arrangement would 
not be extended to them individually and reminded them to take appropriate action?  
(G4.12(i)) 

 

12. Application tier arrangement (if applicable):  Have you reminded shareholders that it 
is the responsibility of beneficial owners who hold shares through a registered 
nominee company to comply with the application tier requirement and that registered 
nominee companies would be exempted from the application tier requirement?  
(G4.12 (ii)) 

 

13. Underwriting / declaration:  Are you aware of the fact that nominee companies are 
not in a position to provide any undertaking/declaration or deemed representation at 
the time of making the subscription for assured entitlement or excess offer shares in 
relation to matters about the beneficial owners? (G4.13) 

 

14. Expected timetable:  Have you included all the relevant events as illustrated in the 
timetable in relation to the open offer? (G4.14)  
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5. Share consolidation / subdivision5 
 
5.1 Basic concept:   Occasionally an issuer may restructure its issued share capital 

by changing the quantity of shares issued and/or the par value (if applicable) of 
shares, including through: 

i. A share split, which is an increase in the issuer’s number of issued shares 
by dividing its existing shares proportionally into multiple subdivided 
shares.   It will result in the proportionate reduction of the market price per 
sub-divided share. 

ii. A share consolidation, which is a decrease in the issuer’s number of issued 
shares by merging its existing shares proportionally into new consolidated 
shares.  It will result in the proportionate increase of the market price per 
consolidated share. 

  

5.2 Effective date:  The issuer should specify the effective date of the share 
consolidation / subdivision and the commencement date of trading of 
consolidated or subdivided shares in its announcement or circular, and highlight 
this information in the respective timetable.  In general, the corporate action 
should become effective as soon as all conditions become unconditional. 
However, to allow sufficient time for market intermediaries (i.e. stockbrokers 
and custodian banks) to make appropriate adjustments to their internal systems, 
the Effective Date should be one clear business day after the general meeting in 
relation to the proposal for share consolidation or subdivision. For the 
avoidance of doubt, the effective date should be expressed in Hong Kong time. 

  

5.3 Announcement of meeting results:  The issuer should announce the results of 
the general meeting in relation to the proposal for share consolidation or 
subdivision as soon as possible, but in any event at least 30 minutes before the 
earlier of either the commencement of the morning trading session or any pre-
opening session on the business day after the meeting.  

 Listing 
Rules, MB 
Rule 
13.39(5)/ 
GEM Rule 
17.47(5) 

5.4 Share price after consolidation / subdivision:  Issuers should observe Rules 
13.64 and 13.64A of the Listing Rules / Rules 17.76 and 17.76A of the GEM 
Listing Rules when setting details of their share consolidation / subdivision: (i) 
Rule 13.64 / GEM Rule 17.76 states that the Exchange reserves the right to 
require an issuer to either change its trading method or to proceed with a 
consolidation of its securities where the market price of the securities 
approaches the extremities of HK$0.01, which the Exchange considers to be 
any trading price less than HK$0.10; (ii) Rule 13.64A / GEM Rule 17.76A 
provides that issuers must not undertake a subdivision if its adjusted share price 
after subdivision is less than HK$1 based on the lowest daily closing price of 
the shares during the six-month period before the subdivision. 

 Listing 
Rules, MB 
Rules 
13.64 and 
13.64A / 
GEM 
Rules 
17.76 and 
17.76A 

5.5 New board lot size:   In determining the new board lot size for the consolidated / 
subdivided shares, the issuer should note the following: 

i. The issuer should select a new board lot size which will minimise the 
creation of odd lots; 

  

                                                 
5 Also applicable to warrant splits or consolidations 
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ii. The new board lot should be an integral multiple of the original board lot 
size for an increase in board lot size; or an integral divisor for a decrease in 
board lot size; 

iii. The new board lot must be less than 900,000 shares; and 
iv. Taking into account the minimum transaction costs for a securities trade, 

the expected board lot value should be greater than HK$2,000. 

5.6 Free exchange of certificates:  The period of the free exchange of share 
certificates should be clearly stated in the disclosure material.  The free 
exchange period generally lasts for five weeks, starting from the effective date 
and ending at least two business days after the last day of parallel trading.   For 
clarity, the latest time for submission of share certificates for free exchange as 
well as the name and address of share registrars should be provided. 

5.7 New share certificates: To avoid confusion in physical settlement, it is advised 
that new share certificates should be different from old share certificates as far 
as possible in terms of design and colour.  The colour of the old and new 
certificates should be clearly stated in the disclosure material. The new share 
certificates should be made available on or before the first day of parallel 
trading. 

  

5.8 Old share certificates:  Issuer circulars on the share consolidation or subdivision 
must clearly state the following: 

i. Existing share certificates will continue to remain good evidence of legal 
title; and 

ii. Whether or not the old share certificates are still valid for trading; and if not, 
the date from which the old share certificates will cease to be valid for 
delivery, trading and settlement purposes. 

  

 

 

 

5.9 Parallel trading:  During the period of free exchange of share certificates, the 
Exchange will set up a parallel trading arrangement to facilitate trading of the 
respective securities in the form of existing and new share certificates.   The 
parallel trading period normally lasts for at least three weeks.  A typical parallel 
trading arrangement involves three stages: 

i. Stage 1:  On the effective date of the share consolidation or subdivision, a 
temporary trading counter is set up for trading of the consolidated/subdivided 
shares in the form of old share certificates in a temporary board lot size (see 
G5.10).  The original trading counter is temporarily closed. 

ii. Stage 2:  After 10 business days, the original trading counter is reopened for 
trading of the consolidated/subdivided shares in the form of new share 
certificates in the new board lot size.  Parallel trading is conducted 
simultaneously in the original counter (new stock certificates) and in the 
temporary counter (old share certificates).   

iii.  Stage 3:  After three weeks, the parallel trading comes to an end and the 
temporary trading counter is closed.  Trading of consolidated/subdivided 
shares in new share certificates in the new board lot size will be effected in the 
original counter only. The old share certificates will, if applicable, cease to be 
valid for delivery, trading and settlement purposes but will remain effective as 
document of title. 
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5.10 Board lot size in temporary trading counter:  To ensure one board lot in the 
temporary counter is equivalent to one board lot before the consolidation / 
subdivision, the board lot size in the temporary counter should be set according 
to the following formula: 

Temporary Board Lot Size    = 
Existing board lot size 
Basis of 
consolidation/subdivision 

 

  

For example, a 2-into-1 share consolidation 
Existing board lot size =  2,000 old shares;  New board lot size = 4,000 new 
shares 

Temporary board lot size =  2,000 old shares divided by 2 (i.e. basis of 
consolidation as determined by the issuer) = 1,000 new shares 
 

 Original trading 
counter 

(board lot 2,000) 

Temporary trading 
counter 

(board lot 1,000) 
Effective date 

Temporarily closed 
Opened for trading of old 
share certificates, in the 
temporary board lot size  

 

   At least 
10 business 

days 
First day of 
parallel trading Trading of new 

certificates in new board 
lot of 4,000 

Trading of old share 
certificates, in the 

temporary board lot size  At least      
three weeks 

After last day of 
parallel trading 

Continue trading of new 
certificates in new board 
lot of 4,000 

Closure of temporary 
trading counter 

 

  

5.11 Temporary trading counter:  The temporary trading counter should be 
established at least 10 business days before the start of parallel trading (i.e. 
which is the time required for the standard share registration service in respect 
of the exchange of share certificates).  Otherwise, the issuer is required to make 
a statement in the relevant announcement/circular listing document to guarantee 
that new certificates will be available on or before the first day of parallel 
trading if shareholders lodge their old certificates on the effective date.   

  

5.12 Odd lot arrangement: The Listing Rules require the issuer make appropriate 
arrangements to enable odd lot holders either to dispose of their odd lots or to 
round them up to a board lot (“Odd lot arrangement”).   

During the parallel period, the issuer is required to appoint a broker as its agent 
to match the sales and purchases of odd lots or for the major shareholder itself 
or through its agent to stand in to buy or sell odd lot securities.  The particular 
circumstances of an issuer may dictate the method by which odd lot holders are 
to be accommodated.  If necessary, issuers can consult the Exchange on their 
preferred odd lot programme. 

 MB Rule 
13.65 / 
GEM Rule 
17.77 
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5.13 CCASS eligibility The issuer should include in the circular the following 
paragraph or a similar paragraph to the same effect: 

“Subject to the granting of listing of, and permission to deal in, the securities 
on the Stock Exchange, the securities will be accepted as eligible securities 
by HKSCC for deposit, clearance and settlement in CCASS with effect from 
the commencement date of dealings in the consolidated / subdivided 
securities on the Stock Exchange or such other date as determined by 
HKSCC.  Settlement of transactions between participants of the Stock 
Exchange on any trading day is required to take place in CCASS on the 
second settlement day thereafter.  All activities under CCASS are subject to 
the General Rules of CCASS and CCASS Operational Procedures in effect 
from time to time.” 
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5.14 Sample timetable for share consolidation / subdivision:  The following table is 

compiled strictly as a sample for issuers’ reference.  It contains various 
assumptions which may not apply to the specific case of a particular share 
consolidation / subdivision.   Depending on the individual requirement of each 
exercise, the issuer should make modifications thereto. 

 

Event Remarks Timeline* 
General meeting to approve the proposed share 
consolidation / sub-division 

 Day 1 

Publication of issuer announcement of the result of the 
general meeting in respect of the approval of the share 
consolidation / sub-division 

 Day 1 

Effective date of the share consolidation / subdivision  One clear business day 
after the general 
meeting  

Day 3 

First day of free exchange of existing share certificates 
for new share certificates for consolidated / subdivided 
shares 

Commences on or 
before the Effective 
Date and lasts for at 
least five weeks 

Day 3 

Dealing in consolidated / subdivided shares commences  9:00am, Day 3 
Original counter for trading in existing shares 
temporarily closes 

 9:00am, Day 3 

Temporary counter for trading in consolidated / sub-
divided shares (in the form of existing share certificates) 
opens 

At least 10 business 
days before the start of 
parallel trading 

9:00am, Day 3 

Original counter for trading in consolidated / sub-
divided shares (in the form of  new share certificates for 
consolidated/sub-divided shares) re-opens 

 Day 13 

Parallel trading commences on   Lasts for at least three 
weeks 

Day 13 

Odd lot arrangement (if applicable) Same as parallel trading 
period  

Day 13 to Day 
27  

Temporary counter for trading consolidated / sub-
divided shares (in the form of existing share certificates) 
closes 

 Market 
closing time^, 
Day 27 

Last day for free exchange of share certificates At least two business 
days after the last day 
for parallel trading 

Day 29 or 
later 

* Note:  Timeline is counted in business days unless otherwise specified 

^ With the introduction of Closing Auction Session (CAS), the market closing times are as follows: 

 Full Day Half-day 

Non-CAS securities 4:00pm 12:00noon 

CAS securities 4:10pm 12:10pm 
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5.15 Checklist for technical and operational matters in relation to a share consolidation / sub-
division 

The issuer is expected to provide affirmative answers to all the questions in the checklist.     

* Please delete where inappropriate 
Issue Checked 

1. Effective date:  Have you clearly indicated the effective date and the 
commencement of the trading of consolidated / sub-divided shares in the 
respective issuer announcement or circular? (G5.2)                                           
Effective Date:  __________ dd/mm/yyyy, Hong Kong time;               
Commencement of trading on _________ dd/mm/yyyy, Hong Kong time   

 

 

 
 

2. Announcement of meeting results:  Will the meeting results be announced to the 
market as soon as possible (i.e. at least 30 minutes before the earlier of either the 
commencement of the morning trading session or any pre-opening session on the 
business day after the meeting)?  (G5.3) 

 

3. Stock price after consolidation / subdivision:  Is the expected market price of (i) 
the consolidated shares above HK$0.1 or (ii) the subdivided shares above 
HK$1?  (G5.4) 

 

4. New board lot size:   In respect of the new board lot size for the consolidated / 
subdivided shares (G5.5), 
- Have you selected a board lot size which will minimise the creation of odd 

lots? 
- Is the new board lot size an integral multiple / an integral divisor of the 

original one?    Board lot size: Existing _____ shares; New ________ shares 
- Is it less than 900,000 shares?  
- Is the expected board lot value greater than HK$2,000?   

 

 
 
 
 

5. Free exchange of share certificates (G5.6): 
- Does it commence on the effective date?  ( __________ dd/mm/yyyy) 
- Does it end at least two business days after the last day of parallel trading?  

( __________ dd/mm/yyyy) 
- Have you specified the latest time for submission of share certificate for free 

exchange?  (at ___________ hh:mm on __________ dd/mm/yyyy) 
-     Have you provided the name and address of the share registrar?  
________________________________________________________ 

 

 
 
 
 

6. New share certificates  (G5.7): 
- Have you stated the colours of the existing and new share certificates in the 

circular?   ( existing certificates:  _________   new certificates: _________ ) 

- Are the existing and new stock certificates different in colour and design?  

- Will the new share certificates be ready for shareholders’ collection before 
the start of parallel trading?   

 
 
 
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Issue Checked 

7. Old share certificates:  Have you clearly stated the following facts in the circular 
(G5.8), 
-  The old share certificates will continue to be good evidence of legal title? 
-  If it is decided that the old share certificate will no longer be valid for 

trading, the date from which the old share certificates will cease to be valid 
for delivery, trading and settlement purposes?    __________ dd/mm/yyyy 

 
 

8. Parallel trading:  In relation to the parallel trading, does the parallel trading 
period last for at least three weeks? (G5.9)      ( ______ days)  

9. Temporary board lot size:  Have you calculated the board lot size in the 
temporary counter correctly as per the formula (G5.10)?           
Temporary board lot size ___________ shares 

 

10. Temporary trading counter: Is the temporary trading counter established at least 
10 business days before the first day of parallel trading? (G5.11)  

11. Odd lot arrangement:  Have you included a paragraph about the odd lot 
arrangement to match the sales and purchases of odd lots? (G5.12)  

12. CCASS eligibility: Does the circular contain the required statement in relation to 
the admission of the consolidated / subdivided shares as CCASS eligible 
securities? (G5.13) 

 
13. Expected timetable:  Have you included all the relevant events as illustrated in 

the timetable in relation to the share consolidation / subdivision?  (G5.14)  
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6. Change in board lot size 
 
6.1 Basic concept:  A board lot is the standard number of shares / units that 

constitutes one lot for trading in a particular security. Orders placed to the 
Exchange’s cash market trading system for auto-matching must be a board 
lot or a multiple of a board lot.  In Hong Kong, there is no standard board lot 
size for listed securities.  However, a majority of issuers adopt the board lot 
size of 1,000 shares or its multiple, with nearly half having 2,000 shares as a 
board lot.   Sometimes, an issuer may change the board lot size to improve 
the trading liquidity of its securities. 

  

6.2 Effective date:  To allow sufficient time for shareholders to make appropriate 
adjustments to their shareholding, the effective date of the new board lot size 
should be at least 15 business days after the publication of the respective 
issuer announcement.  The timeframe must be clearly spelt out in the 
announcement or circular and highlighted in the timetable.   

  

6.3 New board lot size:   In determining the new board lot size, the issuer should 
note the following: 
i. The issuer should select a new board lot size which will minimise the 

creation of odd lots; 
ii. The new board lot should be an integral multiple of the original board lot 

size for an increase in board lot size; or an integral divisor for a decrease 
in board lot size; 

iii. The new board lot must be less than 900,000 shares;  and 
iv. Taking into account the basic transaction costs for a securities trade, the 

new board lot value should be greater than HK$2,000. 

  

6.4 Odd lot arrangement:  The Listing Rules require the issuer, in the case of a 
change in board lot size, to make appropriate arrangements to enable odd lot 
holders either to dispose of their odd lots or to round them up to a board lot. 
The issuer may appoint a broker as its agent to match the sales and purchases 
of odd lots or for the major shareholder itself or through its agent to stand in 
to buy or sell odd lot securities.  The particular circumstances of an issuer 
may dictate the method by which odd lot holders are to be accommodated.  
Issuers are urged to consult the Exchange at the earliest opportunity to agree 
on the appropriate odd lot programme.  The odd lot arrangement is offered 
during the parallel trading period.  Irrespective of the existence of parallel 
trading, the odd lot arrangement should last for at least three weeks. 

 MB Rule 
13.65 / 
GEM Rule 
17.77 

6.5 Free exchange of stock certificates:  The issuer needs to decide whether or 
not to issue new stock certificates (see G6.8).  If new share certificates are to 
be issued, there should be free exchange of share certificates provided to 
shareholders.  The free exchange period should commence 10 business days 
before the effective date and cease at least two business days after the end of 
parallel trading.  If there is no parallel trading, the free exchange period 
should last at least one month.  The free exchange period should be clearly 
stated in the issuer’s announcement or circular.  For clarity, the latest time for 
submission of share certificates for free exchange as well as the name and 
address of share registrars should be provided.   

  

6.6 New share certificates:  The issuer circular should indicate the colour of the 
new and old share certificates (which can be the same).   
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6.7 Old stock certificates:  The issuer should indicate in the respective 
announcement and circular that the old share certificates will 

i. remain good evidence of legal title; and  
ii. continue to be valid for delivery, trading and settlement purposes in the 

case of a change in board lot size.  

  

6.8 Parallel trading:  a change of board lot size may or may not require parallel 
trading, subject to the need for new share certificates.   The duration of 
parallel trading usually lasts at least three weeks.   

  

Situation Exchange of 
certificates 
required? 

Parallel 
trading 
required? 

Reason 

Increase by a small 
integral multiple of 
existing board lot 

Optional No Old stock certificates can 
be stapled together for 
trading 

Increase by a large 
integral multiple of 
existing board lot 

Optional Optional Could be too inconvenient 
to deliver piles of stock 
certificates during 
settlement 

Increase by a non-
integral multiple of 
existing board lot 

Mandatory Yes To eliminate odd lots 

Decrease of existing 
board lot 

Mandatory Yes To avoid trading in special 
lots  
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6.9 Sample timetable for change in board lot size:   The following table is compiled strictly as a 
sample for issuers’ reference.  It contains various assumptions (e.g. parallel trading) which 
may not apply to a specific case of a change in board lot size.   Depending on the individual 
requirements of each exercise, the issuer should make necessary modifications.  

Event Remarks Timeline* 
Publication of the announcement   Day 1 
First day of free exchange of share 
certificates 

Commences 10 business days before the 
effective date and lasts for one month 

Day 6 

Last day for trading of the shares with 
old board lot size in the original counter 

The business day before effective date Day 15 

Effective date of the new board lot size At least 15 business days after the 
announcement date 

Day 16  

Original counter for trading in existing 
board lot size becomes a counter for 
trading in the new board lot size 

On the effective date 
 

9:00am, 
Day 16 

Temporary counter for trading in old 
board lot size opens 

9:00am, 
Day 16 

First day of parallel trading  9:00am, 
Day 16 

Odd lot arrangement (if applicable) Provided during the parallel trading 
period.  Lasts at least three weeks 

Day 16 to 
Day 30  

Temporary counter for trading old board 
lot closes 

Lasts at least three weeks  4:00pm 
Market 
closing 
time^, Day 
30 

Last day for free exchange of share 
certificates 

Ends at least two business days after the 
last day of parallel trading 

Day 32 

* Note:  Timeline is counted in business days unless otherwise specified 

^ With the introduction of Closing Auction Session (CAS), the market closing times are as follows: 

 Full Day Half-day 

Non-CAS securities 4:00pm 12:00noon 

CAS securities 4:10pm 12:10pm 
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6.10 Checklist for technical and operational matters in relation to a change in board lot size 

The issuer is expected to provide affirmative answers to all the questions in the checklist.     

* Please delete where inappropriate 
Issue Checked 

1. Effective date:  Have you clearly indicated the effective date of the change in board lot size 
in the respective issuer announcement or circular (which should be at least 15 business 
days after the publication of the respective issuer announcement)? (G6.2)  ( _________ 
dd/mm/yyyy.   If it is not in Hong Kong time, please indicate the equivalent Hong Kong 
time  __________ dd/mm/yyyy, Hong Kong time) 

 

2. New board lot size:   In respect of the new board lot size for the securities (G6.3), 

- Have you selected a board lot size which will minimise the creation of odd lots? 
- Is the new board lot size an integral multiple / an integral divisor of the original one?      

Board lot size:        Existing _____ shares / units;  New ___________ shares / units 
- Is it less than 900,000 shares / units?  
- Is the expected board lot value greater than HK$2,000?   

 
 
 
 

3. Odd lot arrangement: Have you included the paragraph about the odd lot arrangement to 
match the sales and purchases of odd lots? (G6.4)  

4. Free exchange services:  In relation to the free exchange services for share certificates 
(G6.5) 

- Does it commence at least 10 business days before the effective date?  
( _____________dd/mm/yyyy) 

- Does it end at least two days after the last day of parallel trading? ( _________ 
dd/mm/yyyy) 

- Have you specified the latest time for submission of share certificate for free 
exchange? ( at _________ hh:mm on ____________  dd/mm/yyyy) 

- Have you provided the name and address of the share registrar? 
_________________________________________________________ 

- Will the new stock certificates be ready for shareholders’ collection before the start of 
parallel trading?   

 

 

 

 

 

 

5. New share certificates: Have you stated the colours of the existing and new share 
certificates in the circular? (G6.6)     (existing certificates:  _________;                     new 
certificates: _________ ) 

 
6. Old share certificates (if applicable): Have you clearly stated the following in the circular 

(G6.7)   
-  the old share certificates will continue to be good evidence of legal title? 
-  the old share certificates will continue to be valid for delivery, trading and settlement 

purposes? 

 
 

7. Parallel trading:  In relation to the parallel trading (G6.8) 
- Is the temporary counter established at least 10 business days before the first day of 

parallel trading?  ( _____________________ business days) 
- Does the parallel trading period last at least three weeks?  ( _________  days) 

 
 

8. Expected timetable:  Have you included all the relevant events as illustrated in the 
timetable in relation to the change in board lot size (G6.9)?  
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7. Change of company name / addition of Chinese name 
 
7.1 Basic concept: Occasionally an issuer may change its name.  In most cases, 

this is due to a change in the business scope of the issuer, such as expansion 
into a new business or service areas, or the completion of a significant 
transaction, a corporate takeover or merger.  In addition, an issuer with only 
an English name may opt to add a Chinese name.  In these cases, the issuer 
needs to solicit the approval of shareholders as governed by the issuer’s 
Memorandum (where applicable) and/or Articles of Association (or 
equivalent constitutional document) and file the new name with the 
respective company registry in its place of incorporation.    

  

7.2 Supporting materials: When notifying the Exchange of the change of its 
corporate name / addition of a Chinese name, the issuer should provide the 
Certificate of Change of Name issued by the Company Registry in the place 
of incorporation.  If the issuer is an overseas incorporated company, it should 
provide the following supporting materials: 

i. the Certificate of Registration of Change of Corporate Name of non-
Hong Kong Company issued by the Company Registry in Hong Kong, if 
applicable; and 

ii. a legal opinion allowing the use of the Chinese name in the place of 
incorporation, if the Chinese name has not been registered there. 

  

7.3 New stock short name:  The Exchange will normally notify or confirm with 
the issuer the changes to trading arrangements, including the new stock short 
name within three business days after the receipt of the required supporting 
materials for adoption of the new company name.  It is good practice for the 
issuer to announce the short stock short name to the market as soon as 
practicable. 

  

7.4 Free exchange of certificates: The issuer should indicate whether or not there 
will be any arrangement for the free exchange of the old share certificates for 
new share certificates bearing the new corporate name (if applicable).  If 
there will be a free exchange service, the issuer should indicate the following 
information in its announcement: 

i. the period for free exchange of certificates (which usually more than a 
month); 

ii. the colour of new and old share certificates; and 
iii. the name and address of share registrars. 

  

7.5 Old share certificates:  The issuer should clearly inform shareholders in the 
respective announcement or circular that the old share certificate will 
continue to remain good evidence of legal title.  Subject to the decision of the 
issuer, the existing share certificates bearing the old corporate name may or 
may not become invalid for delivery, trading and settlement purposes.  If it is 
decided that the old share certificates will not be valid for such purposes, the 
issuer should clearly state the fact in its announcement and provide the date 
from which the old share certificates will cease to be valid for such purposes.   
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7.6 Checklist for technical and operational matters in relation to a change of company name / 
addition of Chinese name 

The issuer is expected to provide affirmative answers to all the questions in the checklist.  

* Please delete where inappropriate    

Issue Checked 

1. Notification to the Exchange:  Have you provided the following supporting 
materials to the Exchange?  (G7.2) 
- Hong Kong incorporated company:  the Certificate of Change of Name 

issued by the Company Registry in Hong Kong 
- Overseas incorporated company:   

a. the Certificate of Incorporation (“C.I.”) issued by Company Registry 
in the place of incorporation;  

b. the Certificate of Registration of Change of Corporate Name of non-
Hong Kong Company issued by the Company Registry in Hong 
Kong; and  

c. a legal opinion allowing the use of Chinese name in the place of 
incorporation if the Chinese name has not been registered there. 

 

 
 
 

 
 

 

2. Free exchange service:  Have you included the paragraph about whether or not 
there will be free exchange of share certificates provided to shareholders? (G7.4) 
If there will be a free service for the exchange of certificates, have you stated: 

- The period of the free exchange service?   From __________ dd/mm/yyyy to 
____________ dd/mm/yyyy, both days inclusive 

- The colour of existing and new share certificates?   Old certificates:  
_________   New certificates: _________  

- The name and address of the share registrar? 
_______________________________________________________________ 

 

 
 

 
 

3. Old share certificates:  Have you included the following paragraphs to inform 
shareholders about the facts: (G7.5) 

- the share certificates bearing the old company name will continue to be a 
good evidence of legal title 

- whether or not the share certificates bearing the old company name will 
continue to be valid for delivery, trading and settlement purposes   (If not, 
indicate the date from which the share certificates will cease to be valid for 
such purposes: ________________ dd/mm/yyyy) 

 

 
 

 
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Section E 
 
 

HONG KONG EXCHANGES AND CLEARING LIMITED 
 

GUIDE ON DISCLOSURE OF RECORD DATE, BOOK CLOSURE AND 
LATEST TIME FOR LODGING TRANSFERS OF SHARES 

 
28 November 2008 (Updated 25 July 2016) 

 
 
 
1. Introduction 

 
 

1.1 Very often an issuer in its public disclosure may refer to a temporary closure 
of its transfer books or member register to determine the identity of 
shareholders entitled to a corporate action (e.g. attendance and voting at its 
general meeting, entitlements and other distributions).      The Listing 
Department has compiled this Guide to provide guidance and reference 
information to issuers in relation to disclosure of book closure information. 

 
 

1.2 The  responsibility  for  disclosing  of  information  in  announcements  and 
circulars and complying with Listing Rules rests firmly with issuers and their 
directors.  This Guide does not form part of the Listing Rules and does not in 
any way amend or vary an issuer’s obligations under the Listing Rules, nor 
does it remove the need for issuers and their directors to make their own 
judgement as to what information should be disclosed in relation to corporate 
actions.    In case of doubt, issuers are encouraged to consult their Listing 
Officers. 

 
 

1.3 Issuers should also be aware that, other than the Listing Rules and the Guide, 
the scheduling and arrangements for book closure may be also subject to 
statutory laws and regulations in their jurisdiction of incorporation.   For 
instance, there is a statutory requirement in Hong Kong on the cumulative 
book closure period. 

 
 
2. General principles 

 
 

2.1 Sufficient time of notification:  An issuer must ensure that there is sufficient 
time for shareholders to act so as to take part in its corporate actions.  In 
respect of book closure, the Listing Rules require an issuer to publish a 
notice of the closure of its transfer books or register of members in respect of 
securities listed in Hong Kong at least six business days (i.e. five clear 
business days) before the closure in the case of a rights issue, or 10 business 
days before the closure in other cases.  Where there is an alteration of book 
closing  dates,  the  issuer  must,  at  least  five  business  days  before  the 
announced closure or the new closure, whichever is earlier, notify the 
Exchange in writing and give further notice to the market. (See G3.8) The 
date on which the notice is released on the HKEXnews website is counted in 
the notification period. Where the issuer decides on a record date without 
book closure, the requirements in this paragraph apply to the record date. 

 
For a rights issue, the issuer must provide at least two trading days (as 
defined in the Rules of the Exchange) for trading in the securities with 
entitlements (i.e. before the ex-date) after publication of the book closure.  If 

MB Rule 
13.66(1), Note 
(2) to 13.66 
and GEM 
Rule17.78(1), 
Note (1) to 
17.78 
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cum-rights trading is interrupted due to, for example, a typhoon and/or a 
black rainstorm warning or trading suspension of the issuer’s securities, and 
the interruption causes the number of uninterrupted trading days for cum- 
rights trading to fall short of two, the book closure date will be postponed, 
where necessary, to provide the market with a minimum of two trading days 
(during neither of which trading is interrupted) for cum-rights trading during 
the notice period.   In these circumstances, the issuer must publish an 
announcement on the revised timetable as soon as practicable.  For the sake 
of clarity, the two uninterrupted trading days do not need to be consecutive. 

 
2.2 Ex-entitlement trading after shareholder approval:   An issuer must ensure 

that the last day for trading in the securities with entitlements falls at least 
one business day after the general meeting, if the entitlements require 
approval  by  shareholders  in  general  meeting  or  are  contingent  on  a 
transaction that is subject to approval by shareholders in general meeting. 
Under the current T+2 settlement system, the record date (when there is no 
book closure) or the last registration date (when there is a book closure) must 
be at least three business days after the general meeting. 

 
If the issuer fails to publish the result of the poll conducted in the general 
meeting in the manner prescribed under MB Listing Rule 13.39(5) / GEM 
Listing Rule 17.47(5), it must ensure there is at least one trading day for 
trading in the securities with entitlements after publication of the results of 
the poll.  The issuer must publish an announcement on any revised timetable. 

MB Rule 
13.66(2), 
Note(3) to 
13.66 and 
GEM 
Rule17.78(2), 
Note (2) to 
17.78 

 
2.3 Complete and accurate disclosure:  Fragmented or unclear disclosure of book 

close dates may lead to unnecessary confusion in the market.  The Exchange 
strongly suggests issuers strive to disclose relevant and complete information 
relating to corporate actions to allow shareholders and investors to easily 
ascertain the implications of these corporate actions on their holdings of 
securities. 

 

2.4 Book closure information and securities trading:  The issuer should note that 
book closure will have implications as to how its securities will be traded and 
cleared in the secondary market.  Under the current T+2 settlement system, 
securities will trade ex-entitlement on the business day immediately before 
the last registration date.   For instance, an issuer declares a book closure 
period from Monday 1 September 2008 to Friday, 26 September 2008, both 
days inclusive, for the determination of shareholders who qualify for cash 
dividends.  The latest time for lodging share transfers will be the close of 
business on Friday, 29 August 2008 in order to qualify for the dividends. 
Under the T+2 settlement system, the issuer’s securities will trade ex- 
entitlement on Thursday, 28 August 2008. 

Listing 
Department’s 
Letter to 
issuers on 11 
May 2007 
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2.5 Typhoon or black rainstorm arrangements 
 

i. Emergency share registration arrangements during a typhoon or a 
black rainstorm warning:  The issuer should note that the requirements 
for emergency share registration arrangements stipulated in Practice 
Note 8 of the Listing Rules will apply to the book closure period or 
record   date   for   all   purposes   (e.g.   distribution   of   entitlements, 
attendance and voting at a shareholder general meeting). 

 
ii. Extension of the notice period for book closure for rights issues:  The 

issuer must provide at least two trading days for trading cum-rights 
securities during the notice period (see G2.1).   If trading on the 
Exchange is interrupted due to a typhoon and/or a black rainstorm 
warning, the book closure date will be automatically postponed, where 
necessary, to provide at least two trading days (during neither of which 
trading is interrupted) for trading of securities with entitlements during 
the notice period.   In these circumstances, the issuer must publish an 
announcement on the revised timetable as soon as practicable. 

 
iii.  Minimum  of  one  cum-entitlement  trading  day  after  the  general 

meeting: An issuer must ensure that the last day for trading in the 
securities with entitlements falls at least one business day after the 
general meeting, if the entitlements require approval by shareholders in 
general meeting or are contingent on a transaction that is subject to 
approval  by  shareholders  in  general  meeting.     If  trading  on  the 
Exchange is interrupted due to a typhoon and/or a black rainstorm 
warning, the record date / book-close date (thus the ex-date) may need 
to be postponed. In these circumstances, the issuer must publish an 
announcement on the revised timetable as soon as practicable. 

Practice Note 
8, MB Rule 
/GEM Rule 
17.79, 17.80, 
Table 1& 2 
 
 
 
 
 
 
MB Rule 
13.66(1) and 
GEM Rule 
17.78(1) 
 
 
 
 
 
 
 
 
 
 
MB Rule 
13.66(2) and 
GEM Rule 
17.78(2) 

 
 
 
 
3. Disclosure of book closure information 

 
3.1 Purposes of the book closure: The issuer must clearly specify the purpose(s) 

of its book closure.  In cases of the disclosure of multiple book closures in 
the same announcement, an issuer should specify clearly the purpose(s) of 
each of the book closures.  For instance, if an issuer declares different book 
closures for the purposes of attendance at a general meeting and for receiving 
cash dividends, it should clearly state in its disclosure material the purpose 
and other relevant information for each and every book closure. 

 
3.2 Record date and book closure period:  The record date is the date on which 

the issuer will determine the identity of registered security holders for 
attendance and voting at the general meeting or for entitlement(s).  In places 
like Hong Kong where physical certificates exist, share registration may take 
time to complete.   Issuers usually announce a period of time during which 
the book will be closed for share transfers, the so-called book closing dates 
or book closure period (e.g. from 1 September 2008 to 5 September 2008, 
both days inclusive).     However, there are some issuers who can identify 
registered shareholders by closing the register just for a single day or by 
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taking a snapshot of its register books at the end of the record date. 
Irrespective of book closing dates or record dates, the general principles 
stated in G2.1 (sufficient time of notification), G2.2 (ex-entitlement trading 
after shareholder approval) and G2.3 (complete and accurate disclosure) 
equally apply to the disclosure. 

 
3.3 Book closure timing information:    Each time an issuer decides to close its 

books temporarily for a planned corporate action, it is good practice for it to 
provide the following book closure timing information in its 
announcement/circular: 

 

i. Record date:  The issuer must provide the record date on which it will 
identify its shareholders based on the names appearing on its books.  If 
the corporate action requires approval by shareholders in general 
meeting or is contingent on a transaction that is subject to approval by 
shareholders in general meeting, the record date on which the issuer 
will identify shareholders who will be entitled to attend and vote at the 
general meeting must also be provided. 1    If there is a book closure 
period, the record date can fall on any day during the period but it 
normally falls on the last book closing date.   The issuer usually 
determines the identity of qualified shareholders at the close of the 
business day.    If it is otherwise, the issuer should specify the Hong 
Kong time at which the snapshot of shareholder records will be taken 
in the form of “hh:mm on dd/mm/yyyy”. 

 

ii.   Book closure period:   The issuer must specify the period of time in 
which the company register will be closed whenever there is a closure 
to qualify shareholders entitled to the corporate action.  The period 
should be presented in the form of either “on dd/mm/yyyy” (for one-day 
book   closure)   or   “from   dd/mm/yyyy   to   dd/mm/yyyy,   both   days 
inclusive” (for a book closure period of more than one day). 

 

iii. Latest  time  for  lodging  transfers  of  securities:      The  issuer  must 
provide the latest date and time for lodging share registrations in order 
to  qualify  for  the  corporate  action.     The  information  is  usually 
presented as “at 4:30 pm on dd/mm/yyyy”.  An issuer should confirm 
with its registrar to ensure that the selected date is a future business day 
which the share registrar will be open for business and will handle 
transfers of the respective stock. 

 

3.4 Other information relevant to book closure:  The issuer should disclose other 
information or dates relevant to the specified book close, including (where 
appropriate) the share registrar’s name and address as well as the expected 
payable date or conditions and arrangements for approving the corporate 
action. 

 

3.5 Headline category:  The issuer must select an appropriate headline category 
during its submission of the announcement containing the book closure 
information   via   e-Submission   System   (ESS)   for   publication   on   the 
Exchange’s  website.    The  submitter  must  select  “Closure  of  Books  or 
Change of Book Closure Period” under the second-tier grouping “Securities / 
Share Capital” under the general category of “Announcements and Notices”. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Listing 
Department’s 
Letter to 
issuers on 11 
May 2007 
 
 
 
MB Rule 
2.07C (3), 
GEM Rule 
16.18 (2) 

 
 

1 Issuer should refer to Guide on General Meeting for details. 
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3.6 Announcing   a   corporate   action   with   pending   book   closure   timing 

information:   As far as practicable, the issuer is strongly advised to provide 
all   the   book   closure   timing   information   (see   G3.3)   in   the   initial 
announcement of the corporate action.  However, occasionally there may be 
practical situations where the issuer is not able to do so.       In these 
circumstances, the issuer should as far as possible provide in the initial 
announcement its best estimate of the time the pending book closure 
information would be made available to the market.   It should ensure that 
once the book closure timing is determined, a supplementary disclosure 
announcement is made as soon as practicable (see G3.7). 

 
3.7 Supplementary disclosure to update pending book closure timing information 

when timing information is determined:  Once the pending book closure 
timing information is determined, the issuer should as soon as possible make 
a distinct and specific supplementary disclosure announcement to update the 
market with the determined book closure timing information.  It should also 
ensure that the selected timing of book closure will provide sufficient time 
for shareholders to take action (see G2.1).         In addition, in the 
supplementary announcement, the issuer should make clear reference to the 
initial corporate action announcement and the date of publication.   It must 
select the appropriate headline category (see G3.5) when submitting the 
supplementary announcement to the Exchange for publication via ESS. 

 
3.8 Alteration of book closure timing information:   An issuer needing to modify 

book closure arrangements already announced to the market should inform 
the market as soon as possible through the issuance of a distinct 
announcement on the alteration of book closure information.    The issuer 
should ensure that the timing of the altered book closure provides sufficient 
time for shareholders to take action (see G2.1).  It should make reference to 
the initial announcement on the corporate action and the date of publication, 
and should clearly spell out the new book closure timing and the original 
book  closure  timing.    The  issuer  must  select  the  appropriate  headline 
category (see G3.5) when submitting the disclosure on the alteration of book 
closure timing information to the Exchange for publication via ESS. 

 
3.9 Scheduling  reasonable  and  practicable  book  closure  arrangements:    The 

issuer  should  follow  the  general  principles   and  guidelines  above  in 
scheduling its book closure arrangement.  It should ensure that the book 
closure arrangement for the corporate action is reasonable and practicable. 
If the issuer has a significant number of shareholders, it should liaise with its 
share registrar in advance so as to ensure that the share registrar will have 
sufficient time to process the possible substantial volume of share transfers 
within the book closure period. 
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In particular, special attention should be given to the scheduling of book 
closure if the issuer has one or more yet-to-be-expired but already announced 
book closure(s) for other purpose(s).    In these circumstances, the issuer 
should exercise caution in scheduling the book closure arrangement so that 
its book closure timing in contemplation for the planned corporate action will 
not create any difficulties or confusion to shareholders in exercising their 
rights in all these corporate actions. 

 
For issuers’ reference: 

 
i.  If there is sufficient time of notification, the issuer can select the book 

closure period of the previous corporate action for the new corporate 
action (see G2.1). 

ii.  In  all  cases,  the  latest  time  for  lodging  share  transfers  of  the  new 
corporate action must not be within the book closure period of the 
previous corporate action(s). 

iii.  If the issuer selects a new book closure period which will effectively 
alter the book closure period(s) of other corporate action(s) in any way 
(e.g. bring it forward or extend the period), it should ensure that the 
general principles of sufficient time of notification (see G2.1) and the 
guidelines for alteration of book closure (see G3.8) are observed.  It 
should make reference and spell out the implications of such a book 
closure  period  and  relevant  corporate  action(s)  in  the  disclosure 
materials.    Also,  the  issuer  must  clearly  specify  the  latest  time  for 
lodging share transfers for these corporate actions. 

 
3.10  Example:   The following is an example for scheduling book closure when 

there is another unexpired but already announced book closure period. 
 

The issuer made an announcement of a corporate action (CA 1), disclosing 
the closure of its book from Monday, 1 September 2008 to Wednesday, 10 
September 2008 with the latest time for lodging transfers of shares entitled to 
CA 1 at 4:30pm on Friday, 29 August  2008. 

 
A  few  days  later,  the  issuer  found  that  it  needed  to  announce  another 
corporate action (CA 2) which would also require a temporary closure of its 
books.    In scheduling the book closure for CA 2, the issuer should note: 

 
a)  If there is sufficient time of notification, the issuer may close its books 

from Monday, 1 September  2008 to Wednesday, 10 September  2008, 
both  days  inclusive  (i.e.  the  identical  book  closure  period)  for  the 
purposes of both CA 1 and CA 2. 

 
b)  The issuer must not select a new book closure period in which the latest 

time  for  lodging  transfers  of  shares  will  be  between  Monday,  1 
September 2008 and Friday, 10 September 2008 (i.e. the book closure 
period of CA 1).   This is because the member register will then be closed 
for CA 1 and no transfers of securities can take place. 
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c)  If the issuer selects a new book closure period which will effectively alter 
the book closing dates of CA 1, e.g. from Wednesday, 27 August 2008 to 
Friday, 29 August 2008 (which will effectively bring forward the latest 
time  for  lodging  transfers  of  securities  qualified  for  CA  1),  it  must 
declare the alteration of the book closure for CA 1 at least five business 
days before the new book closure on 27 August 2008 (see G2.1).  In the 
respective material it should: 

 

-  make reference to CA 1 and its relevant book closure period in the 
disclosure materials of CA 2; 

- highlight the alteration of the book closure period of CA 1; and 
-  specify the updated latest time for lodging transfers of shares for CA 1 

(which is now Tuesday, 26 August  2008). 
 
 

* * * 
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3.11 Checklist for Record Date, Book Closure and Lodging Transfers of Securities 

 
The  issuer  should  go  through  the  following  checklist  to  ensure  affirmative  or  appropriate 
answers are provided to all the questions below. 

 

Issue Checked 
1.   Sufficient  time  of  notification: Have  you  complied  with  the  following  minimum 

requirement for the notification of the book closure period?  (G2.1 and G2.5) 
 

- For the initial announcement of the closure of books, it should be made at least six 
business days (i.e. five clear business days) ahead of the closure for a rights issue, or 10 
business days before the closure for other cases. 

 

-  In the case of a rights issue, you must maintain at least two trading days for trading 
cum-rights securities during the notice period and, where necessary, to postpone the 
book closure date if cum-rights trading is interrupted due to a typhoon and/or a black 
rainstorm warning or trading suspension of the issuer’s securities which causes the 
number of uninterrupted trading days for cum-rights trading to fall short of two. 

 

-   For alteration of the book closure period already released to the market, the 
announcement should be made at least five business days ahead of the announced 
closure or the new closure, whichever is earlier. 

 

 
 
 
 

 
 

 
 
 

 
 
 
 
 

2.   Ex-entitlement trading after shareholder approval:  Have you complied with the following 
requirements for ex-entitlement trading?  (G2.2 and G2.5) 

 

- If  the  entitlements  require  approval  by  shareholders  in  general  meeting  or  are 
contingent on a transaction that is subject to approval by shareholders in general 
meeting, you must ensure that the last day for trading in the securities with 
entitlements falls at least one business day after the general meeting. 

 

- If you fail to publish the result of the poll conducted in the general meeting in the 
manner prescribed under MB Listing Rule 13.39(5) / GEM Listing Rule 17.47(5), it 
must ensure there is at least one trading day for trading in the securities with 
entitlements after publication of the results of the poll.   You must publish an 
announcement on any revised timetable. 

 

-  If trading on the Exchange is interrupted due to a typhoon and/or a black rainstorm 
warning, the record date / book-close date (thus the ex-date) may need to be postponed. 
In such circumstance, you must publish an announcement on the revised timetable as 
soon as practicable. 

 

 
 
 
 

 
 

 
 
 

 
 
 
 
 
 

 

3. Purpose of the book closure:  Have you clearly specified the purpose(s) of each and every 
book closure stated in the disclosure material (e.g. AGM attendance and voting, distribution 
of dividends)?  (G3.1) 

 
 

4.   Book closure timing information:  In your announcement, have you provided the following 
information?  (G3.3) 
-   Book closure period 

-  on dd/mm/yyyy; or 
-  from    dd/mm/yyyy to   dd/mm/yyyy, both days inclusive 

-   Record date (“on dd/mm/yyyy”) 
 

-   Latest time for lodging transfers of shares to be entitled to the corporate action (“at 
4:30pm on dd/mm/yyyy”) 

-  Is the last day for lodging transfers of shares qualified for the corporate action a 
business day in which the share registrar is open for business and will handle share 
transfers for the respective company? 

 

 
 

 
 

 
 

 
 

 
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Issue Checked 
5.   Other information relevant to book closure  (G3.4): 

 

-   Have you specified the name and address of the share registrar? 
-   Have you included all necessary relevant information (e.g. conditions for approving 

the corporate action)? 

 

 
 

 

 
6.   Headline category:  Have you selected the headline category “Closure of Books or Change 

in Book Closure Period” for the announcement submitted to the Exchange via ESS? (G3.5) 

 

 
7.   Announcing  a  corporate  action  with  pending  book  closure  timing  information  (if 

applicable):   Have you specified your best estimate of when the pending book closure 
timing information will be available to security holders?  (G3.6) 

 
 

8.   Supplementary   disclosure   to   update   pending   book   closure   timing   information   (if 
applicable):        Have you made reference to the initial announcement about the corporate 
action in relation to this book closure and the respective date of publication? (G3.7) 

 
 

 

9.   Alteration of book closure timing information (if applicable):   Have you made reference to 
the initial announcement about the corporate action, the original book closure timing and the 
respective date of publication in addition to the provision of the new book closure timing? 
(G3.8) 

 

 

10. Scheduling  the  book  closure  arrangement: Is  the  schedule  of  your  book  closure 
arrangement “reasonable and practicable” as described in this Guide?  (G3.9 and G3.10) 

 

 
 

* * * 
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Section F 
 
 

HONG KONG EXCHANGES AND CLEARING LIMITED 
 
 

GUIDE ON DISTRIBUTION OF DIVIDENDS AND OTHER ENTITLEMENTS 
 

 
14 December 2009 (Updated 25 July 2016) 

 
 
 
1. Introduction 

 
 

1.1 This Guide has been developed to assist issuers in disclosing and making 
arrangements for distribution of dividends and other entitlements. 

 
 

1.2 Entitlements are the most common type of corporate action event.     It is 
usually tied to company earnings and often made at regular intervals (e.g. 
quarterly or half-yearly).  Entitlement can take different forms (i.e. cash or 
securities). Moreover, shareholders may be given options as to the form in 
which the distribution is received.  For example, they may be able to choose 
the currency they receive or whether they receive securities rather than cash. 

 
 

1.3 Listed companies can help improve market efficiency and risk management in 
processing  entitlements  by  providing  timely,  accurate  and  complete 
information about their distribution plans and making proper arrangements for 
their shareholders. 

 
 

1.4 This Guide does not form part of the Listing Rules and does not in any way 
amend or vary an issuer’s obligations under the Listing Rules, nor does it 
remove the need for issuers and their directors to make their own judgement as 
to what information should be disclosed in relation to corporate actions.   The 
responsibility for the disclosure of information in announcements and circulars 
and compliance with the Listing Rules rests firmly with issuers and their 
directors.  In case of doubt, issuers are encouraged to consult their Listing 
Officers. 

 
 

1.5 Users of this Guide should also note that, other than the Listing Rules and the 
various issuer guides, the disclosure and distribution of entitlements may be 
also subject to statutory laws and regulations in the company’s jurisdiction of 
incorporation. 

 
 
 
2. General principles 

 
 

2.1 Definition of entitlement:  Benefit (including cash, securities and other types 
of distributions) to which a shareholder is entitled as a result of a corporate 
action. 
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2.2 Impact on share trading:  Distribution of an entitlement will affect the value of 

the company’s issued shares, hence its share price.  Under the current T+2 
settlement system, the shares are generally traded ex-entitlement on the 
business day before the last registration date, the so-called Ex-date.   Buyers of 
the shares on or after the Ex-date will not gain an entitlement to the benefit 
while the sellers on the ex-date will retain the entitlement. 

 
2.3 Typhoon or black rainstorm warning:  The entitlement distribution timetable 

may be interrupted by bad weather.  Issuers should outline the contingency 
arrangements for a typhoon or black rainstorm in their announcements or 
circulars.  Practice Note 8 of the Listing Rules specifies the emergency share 
registration arrangement during a typhoon and/or a black rainstorm warning. 
The Guide on Trading Arrangement for Selected Types of Corporate Actions 
specifies   the   contingency   arrangements   to   address   any   bad   weather 
interruption to the timetable for a rights issue or open offer.   Based on the 
same principle, the issuer should insert the following note, or a similar note to 
the same effect, in the circular and announcement about an entitlement with 
election(s): 

“ The latest time for submission of election forms will not be valid if there is 
a tropical cyclone warning signal no. 8 or above , or a “black” rainstorm 
warning: 

 

a.   in force in Hong Kong at any local time before 12:00 noon and no 
longer in force after 12:00 noon on [deadline for the submission of 
election form]. Instead the deadline for the submission of election 
forms will be 5:00 pm on the same business day; 

b.   in force in Hong Kong at any local time between 12:00 noon and 
4:00 pm on [deadline for the submission of election forms]. Instead 
the deadline for the submission of election forms will be rescheduled 
to 4:00 pm on the next business day which does not have either of 
those warnings in force at any time between 9:00 am and 4:00 pm.” 

 
 

In addition, an issuer must ensure that the last day for trading in the securities 
with entitlements falls at least one business day after the general meeting, if 
the entitlements require approval by shareholders in general meeting or are 
contingent  on  a transaction  that  is  subject  to  approval  by shareholders  in 
general meeting.  If trading on the Exchange is interrupted due to a typhoon 
and/or a black rainstorm warning, the record date/book-close date (thus the ex- 
date) may need to be postponed. In such circumstance, the issuer must publish 
an announcement on the revised timetable as soon as practicable. 

MLR 13.66(2), 
Practice Note 8 
/ GLR 17.78(2) 
/ Guide on 
Trading 
Arrangements 
for Selected 
Types of 
Corporate 
Actions 

 
2.4 Buyback and cancellation:     The Listing Rules state that the listing of any 

shares  repurchased  by  an  issuer  shall  be  automatically  cancelled  upon 
purchase.  The documents of title for the purchased shares shall be cancelled 
and destroyed as soon as reasonably practicable following settlement of any 
such purchase.  Holders of the cancelled shares will not be entitled to attend 
and/or vote at the general meetings. If an issuer repurchased shares before the 
Ex-date but did not withdraw the shares from Central Clearing and Settlement 
System (CCASS) for cancellation on or before the last day for share 
registration, the shares will remain in the CCASS shareholding records on the 
Record  Date.  As  a  result,  HKSCC  Nominees  will  require  the  issuer  to 
distribute cash entitlements for the repurchased shares, even though the shares 
have already been cancelled and were destroyed on or after the Record Date. 
Issuers can claim back such cash entitlements via CCASS Participants (i.e. 
broker or custodian bank which held the repurchased shares on behalf of the 
issuer). 

MLR 10.06 (5) / 
GLR 13.14 
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3. Notification of entitlement 

 
3.1 Board meeting notice:   An issuer is required to inform the Stock Exchange 

(the Exchange) and publish an announcement at least seven clear business 
days (i.e. excluding the announcement date and the board meeting date) in 
advance of the date fixed for any board meeting at which the declaration, 
recommendation or payment of a dividend is expected to be decided or at 
which any announcement of the profits or losses for any year, half-year or 
other period is to be approved for publication. 

MLR 13.43 / 
GLR 17.48 

 
3.2 Announcement  of  board’s  decision:    An  issuer  is  required  to  announce 

immediately  of  its  board’s  decision  to  declare,  recommend  or  pay  any 
dividend or to make any other distribution on its listed securities, including the 
rate and amount of the dividend or distribution and the expected payment date. 
If there is to be no such distribution, the issuer should make an appropriate 
negative statement. 

MLR 13.45, / 
GLR 17.49, 
 

MLR 
Appendix 16 - 
4(3) / GLR 
18.50B(3); 
18.79 (6) 

 
3.3 Book closure/Record date:  An issuer shall publish a notice of the closure of 

its transfer books or register of members at least six business days (i.e. five 
clear business days) before the closure for a rights issue or 10 business days 
before the closure in other cases. 

 
 

An issuer must ensure that the last day for trading in the securities with 
entitlements falls at least one business day after the general meeting, if the 
entitlements require approval by shareholders in general meeting or are 
contingent  on  a transaction  that  is  subject  to  approval  by shareholders  in 
general meeting.  Under the current T+2 settlement system, the record date 
(when there is no book closure) or the last registration date (when there is a 
book closure) must be at least three business days after the general meeting. 

 
 

If the issuer fails to publish the result of the poll conducted in the general 
meeting in the manner prescribed under MB Listing Rule 13.39(5) / GEM 
Listing Rule 17.47(5), it must ensure there is at least one trading day for 
trading in the securities with entitlements after publication of the results of the 
poll.  The issuer must publish an announcement on any revised timetable. 

MLR 13.66(1), 
13.66(2), Note 
(3) to 13.66 / 
GLR 17.78(1), 
17.78(2), Note 
(2) to 17.78 

 
3.4 Conditions leading to the cancellation of the entitlement:   If there is  any 

condition which will lead to the cancellation of the entitlement distribution, it 
must be clearly spelt out in the issuer’s announcement. 

 
3.5 Timing of announcement of decision on dividend:  Announcements regarding 

decisions on dividends and results must not be published between 8:30 am and 
12:00 noon or between 12:30 pm and 4:30 pm on a normal business day, or 
between 8:30 am and 12:30 pm on the eves of Christmas, New Year and the 
Lunar New Year (i.e. these dates have no afternoon trading session). 

MLR 2.07C (4) 
(a) / GLR 
16.18 (3) (a) 
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3.6 Headline categories:   An issuer should select applicable headline categories 

for its announcements regarding benefit entitlement, such as: 
− Announcements  and  Notices  >  Financial  Information  >  Dividend  or 

Distribution. 
 

− Announcements and Notices > Securities / Share Capital > Change of 
Dividend Payment Date. 

 

− Circulars > Securities / Share Capital > Rights Issue 
 

− Listing Document >  Open Offer 

MLR 
Appendix 24 
/ GLR 
Appendix 17 
/ Guide on Pre- 
vetting 
Requirements 
and Selection 
of Headline 
Categories 

 
 
3.7 Convertible securities:  If the issuer has outstanding equity warrants or other 

convertible securities listed on the Exchange at the time of entitlement 
distribution, the issuer should provide the following information about the 
convertible securities in the announcement and circular about the entitlement 
distribution: - 
i. name and stock code; 

 

ii.  any adjustments to the subscription price / conversion price as well as the 
terms and conditions; and 

 

iii. the latest time for the holders to exercise their rights in order to be entitled 
to the entitlement and the conversion arrangements. 

 
 
3.8 Key dates for entitlement distribution1:  The distribution plan usually contains 

the following key dates: 
 

i. Record date (Format: “dd/mm/yyyy”):  The issuer must provide the record 
date  on  which  it  will  identify  its  shareholders  based  on  the  names 
appearing on its books.   If the entitlements require approval by 
shareholders in general meeting or are contingent on a transaction that is 
subject to approval by shareholders in general meeting, the record date on 
which the issuer will identify shareholders who will be entitled to attend 
and vote at the general meeting must also be provided.2   If there is a book 
closure period, the Record Date can fall on any day during the period, but 
it normally falls on the last book closing date.   The issuer usually 
determines  the  identity  of  qualified  shareholders  at  the  close  of  the 
business day.   If it is otherwise, the issuer should specify the Hong Kong 
time at which the snapshot of shareholder records will be taken in the 
form of “hh:mm on dd/mm/yyyy”. 

 
ii. Book closure period (Format: “dd/mm/yyyy” or “from dd/mm/yyyy to 

dd/mm/yyyy, both days inclusive”):  If the issuer will close the book to 
identify qualified shareholders, it must specify the period when the 
company register will be closed to identify qualified shareholders for the 
entitlement. 

 
 
 
 
 
 
 

1 Issuer should also refer to the Guide on Trading Arrangements for Selected Types of Corporate Actions for other key dates 
in cases of rights issues and open offers. 
2 Issuer should refer to Guide on General Meeting for details. 
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iii. Latest time for lodging transfers of securities (Format: “hh:mm on 
dd/mm/yyyy”):  The issuer must provide the deadline for lodging share 
registrations  in  order  to  qualify  for  the  entitlement.    The  deadline  is 
usually set at the close of business hours on a selected business day. 

 
iv. Ex-date  (Format:  dd/mm/yyyy): The  Ex-date  is  set  by the  Exchange. 

Under Hong Kong’s current T+2 settlement cycle, the Ex-date is usually 
the trading day immediately before the last registration date3.  To maintain 
a fair and orderly market for securities trading, if the issuer alters its Book 
Closure Period or Record Date which will in turn lead to a change in Ex- 
date, it must, at least five business days before the announced closure or 
the new closure, whichever is earlier, notify the Exchange in writing and 
publish the same in a regulatory announcement. 

 
v. Payment Date (Format: dd/mm/yyyy):  To facilitate cash flow planning by 

shareholders, the issuer must announce the expected Payment Date (also 
called Payable Date) immediately after approval by or on behalf of the 
board.  The Payment Date is the date on which the company is expected to 
pay a cash or securities entitlement to its shareholders of record.  As far as 
practicable, the issuer should specify a clear and specific date as the 
Payment Date, such as “dd/mm/yyyy”. Unclear specifications such as “on 
or about (a date)” are not recommended. 

 
−  Notification:     If there is any change to the expected payment date 

previously disclosed, the issuer should announce this fact and the new 
expected payment date as soon as practicable.    If the issuer 
announcement mentions multiple entitlements to be paid on different 
dates, the issuer should clearly specify the Payment Date for each 
entitlement. 

 

−  Scheduling:  It is the general practice to designate the Payment Date as 
the day on which the dividend cheques can be presented to banks for 
payment; i.e. not a Saturday, Sunday or public holiday when there is no 
transmission of funds among banks. 

 

−  Time interval: There is no requirement as to the time interval between 
the Record Date and the Payment Date.  However, in the interest of 
shareholders, it is desirable that the interval should be as short as 
practicable. 

 
 
 
 
 
 
 
MLR 13.66(1) 
/ GLR 17.78(1) 

 
 
 
 
 
 
 
 
 
 
MLR 13.45(1) 
/ GLR 17.49(1) 

 
 
 
 
 
 
 
 
 
 
MLR 13.45(3) 
Note 3 / GLR 
17.49(3) Note 3 

 
 
 
 
 
 
4. Cash entitlement 

 
4.1 Currency of dividend payment:   An issuer should specify the currency in 

which any dividends will be distributed and the dividend rate per share (e.g. 
final dividend of HK$0.50 per share) in its announcement. 

 

 
 
 
 

3   The Ex-date will be varied from the normal schedule due to no settlement on the eves of Christmas, New Year and Lunar 
New Year. Issuers have to refer to the circular issued by the Exchange or to consult their Listing Officers. 
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4.2 Currency conversion:  If the distributed currency of cash entitlement will be 
different from the announced currency in the announcement, the issuer should 
alert its shareholders of the arrangement prior to the Payment Date.  The issuer 
should also provide information about currency conversion between the two 
currencies, including the source of foreign exchange data, the selected dates 
for reference and the method of calculation. 

 
 

4.3 Reference and actual exchange rate:   If an issuer provides an approximate 
value of the dividend rate due to possible fluctuations of foreign exchange 
rate, shareholders must be alerted of such fact and advised that the final 
dividend rate may differ.    Once the exchange rate is final, the issuer should 
announce the actual value of the dividend prior to the Payment Date. 

 
 

4.4 Currency options for shareholders:  If an issuer distributes a cash entitlement 
in a currency other than the Hong Kong dollar, it is a good practice to provide 
multiple currency alternatives to shareholders so that they may choose the 
currency in which they receive the cash entitlement. 

 

4.5 Taxation:  An issuer should indicate whether or not the declared entitlement is 
subject to any withholding tax.  If so, the issuer should state the withholding 
tax rate, the jurisdiction where the dividend is generated and whether or not 
the tax deducted is claimable.    Provision of authoritative sources for more 
detailed information about the applicable withholding tax and any related tax 
treaty will be helpful. 

 
 
 

5. Securities  entitlement  (including dividends paid by way of scrips, bonus 
shares, warrants, rights issues and open offers4) 

 
5.1 Shareholder eligibility:  An issuer may only exclude overseas shareholders in 

its distribution plan on the basis that, after its enquiry on the legal restrictions 
under the law of the relevant place, requirements of the relevant regulatory 
body or stock exchange, it would be necessary or expedient to do so. 

 

i. In such circumstances, the issuer must include an explanation for the 
exclusion in the circular or document containing the distribution plan. 
The issuer must ensure that the circular or offer document is delivered to 
its   overseas   shareholders   for   their   information   only   subject   to 
compliance with the relevant local laws, regulations and requirements. 

 

ii. The issuer should consider distributing cash in lieu of securities 
entitlements to overseas shareholders excluded from securities 
entitlements. 

Notes to 
MLR13.36 (2) 
(a) and 
GLR17.41 (1) 

 
5.2 Undertaking  /  declaration:    HKSCC  Nominees  only  has  the  shareholding 

information of its direct Participants and has no information on the identity 
and shareholding information of the ultimate beneficial owners (except for 
Investor Participants).  Therefore, issuers should note that HKSCC Nominees 
is not in a position to give any undertaking / declaration or deemed 
representation / warrant in relation to the identity of the beneficial owners. 

 
 
 
 
 
 
 
 
 

4 For rights issues and open offers, issuers should refer to the Guide on Trading Arrangement for Selected Types of 
Corporate Action 
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5.3 Changes in issued shares:   The Listing Rules require issuers to submit for 
publication  on  the  HKEXnews  website  a  Next  Day  Disclosure  Return  to 
inform the market of any changes in their issued shares.  The information 
should be submitted to the Exchange at least 30 minutes before the earlier of 
the commencement of the morning trading session or any pre-opening session 
on the next business day following the relevant event. 

MLR 13.25A / 
GLR 17.27A 

 
5.4 Calculation of securities entitlements:  The issuer should clearly specify in its 

announcement  or  circular  how  it  calculates  the  resultant  securities 
entitlements, including but not limiting to the following: 

 

i. The  rounding  rules  of  the  resultant  securities  entitlements  where  the 
application of securities ratios results in fractional entitlement; i.e. less 
than one share (e.g. round down any fraction to the nearest whole unit). 

ii. The calculation method to determine the resultant securities entitlement 
 

bonus shares for 25 existing shares held, a shareholder holding 1,024 
shares (which is not an integral multiple of 25 shares) may receive 480 
bonus shares (on the basis of the whole multiple) or 491 bonus shares (on 
a pro-rata basis), depending on how the issuer makes the calculation. 

 
5.5 Resultant odd lots:   In setting a security entitlement ratio, the issuer should 

seek to minimise the creation of odd lots.   Issuers should appoint a securities 
dealer to purchase odd lots from shareholders within a specific period of time 
after the distribution so as to help shareholders to dispose of any odd lots 
resulting from the distribution of a securities entitlement. 

 
5.6 Distribution of unlisted securities:  If an issuer distributes unlisted securities, it 

is a good practice to offer a means for shareholders to dispose of the unlisted 
securities.   Moreover, the issuer should also appoint a local transfer agent to 
provide share registration, warrant conversion and share splitting services to 
shareholders.  The following information should be provided in the issuer 
announcement: 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

allotted to a shareholder.   For instance, assuming a bonus issue ratio of 12 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

i. Name and address, contact person and telephone number of the transfer 
agent; 

 

ii.  Procedures  and  charges  for  share  registration,  share  splitting,  warrant 
conversion and other relevant services; 

 

iii. Number of business days required for the completion of share registration, 
share splitting, warrant conversion and other relevant services. 

 
5.7 Distribution of securities listed outside Hong Kong: If an issuer distributes 

securities listed outside Hong Kong to its shareholders, it should provide: 
 

i. The ISIN code(s) of the securities; 
 

ii.  The name of the overseas stock exchange(s) on which the  securities are 
listed; 

 

iii. A brief description of how the securities are traded and settled; 
 

iv. Any arrangement to help shareholders to dispose of the securities as well 
as any related charges; and 

 

v.   Information on the broker(s) who can assist shareholders wishing to trade 
the securities where they are listed. 

 

If  the  securities  are  issued  in  scripless  form,  the  issuer  must  specify  the 
procedures  for  shareholders  to  receive  the  securities,  such  as  opening  an 
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account with a particular share depository.  In addition, it should appoint a 
transfer agent in Hong Kong qualified to provide share registration, warrant 
conversion and other services to Hong Kong shareholders. 

 

If the securities are issued in physical certificates, the issuer should appoint a 
transfer agent in Hong Kong qualified to provide share registration, share 
splitting, warrant conversion and other relevant services to Hong Kong 
shareholders.  The following information should be provided in the issuer 
announcement: 
− Name and address, contact person and telephone number of the transfer 

agent; 
− Procedures and charges for share registration, share splitting, warrant 

conversion and other services; and 
− Number   of   business   days   required   for   the   completion   of   share 

registration, share splitting, warrant conversion and other services. 
 
 
 
6. Entitlement with election(s) 

 
6.1 Description:   Sometimes, issuers may offer shareholders a choice as to how 

they will take part in the entitlement.   For instance, shareholders can opt to 
receive the entitlement in cash or in securities through a reinvestment scheme. 
Some issuers even allow shareholders to apply their choice to all or only part 
of their entitled position. 

 
 
6.2 Election form:   Issuer should develop and dispatch an election form to help 

shareholders indicate their choice of entitlement option.  The election form is 
normally distributed to qualified shareholders together with the circular about 
the entitlement. 

 
6.3 Deadline for returning the completed election form:   Issuers should provide 

sufficient time for shareholders to consider the entitlement election.  It is a 
general practice for issuers to provide no less than 10 business days between 
the dispatch of the election form and the deadline for returning the completed 
election  form.      Issuers  should  clearly  specify  in  the  announcement  the 
deadline for returning the completed election form, which is usually specified 
as “hh:mm on dd/mm/yyyy”. 

 
 
6.4 Material information for election decision:  All material information required 

to make a decision on the entitlement election (e.g. the exact reinvestment 
prices or the foreign exchange rate for calculating the number of new shares to 
be allotted under a dividend reinvestment plan) should be provided to 
shareholders at least 5 business days prior to the deadline for returning the 
election form. 

 
 
6.5 Default options:  The issuer must state which of the available options will be 

considered  a  default  choice  of  the  shareholders.    In  case  of  no  election 
decision being made, the issuer will automatically allocate the default option 
to the shareholder in order to calculate the resultant entitlement. 
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6.6 Combination of options:   Issuers should state clearly in the announcement 

whether or not shareholders are allowed to choose a combination of the 
available options (i.e. shareholders can choose to receive the entitlement partly 
in cash and partly in scrip).  Nominee services companies including HKSCC 
Nominees must be allowed to choose a combination of the available options in 
all cases of distribution of entitlements with options. 

 
 
 
6.7 Cash in lieu of fractional entitlements:   Under a scrip dividend scheme, a 

shareholder may choose to receive the entitlement wholly in scrip shares. 
Issuers should consider distributing cash in lieu of fractional entitlements of 
scrip shares to the shareholder.  For example, an issuer announces a dividend 
payment of $1 per share and allows shareholders to reinvest at a price of $100 
per scrip share.  A shareholder holding 1,090 shares chooses to receive the 
entitlement wholly in scrip shares under a standing instruction.  Apart from the 
allocation of 10 scrip shares, the issuer should also consider distributing cash 
in lieu (i.e. $90) of fractional entitlements of scrip shares (i.e. dividends for the 
90 existing shares) to the shareholder. 

 
 

* * * 
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Appendix:    Checklist for Distribution of Dividends and Other Entitlements 

 
The issuer should go through the following checklist, in addition to any other relevant checklists (e.g. 
the one in the Guide on Disclosure of Record Date, Book Closures and Latest Time for Lodging 
Transfers of Shares), and ensure affirmative or appropriate answers are provided to all the questions 
below. 

 
Issue Checked 
1.  Board meeting notification (G3.1 / G3.2):   Have you complied with the following 

notification requirements in relation to the board meeting at which the recommendation 
of an entitlement will be considered and a decision made? 

 

1.1. Notify the market at least seven clear business days (excluding announcement date 
and board meeting date) in advance of the meeting date; 

 
1.2. Announce the board’s decision (including a decision of no distribution) and details 

of the entitlement immediately. 

 
 
 
 
 
 

 
 
 

2.   Book closure / Record date  (G3.3) 
 

2.1. Is the notice of book closure made at least six business days (i.e. five clear 
business days) before the closure for a rights issue or 10 business days before the 
closure in other cases? 

 

2.2. If the entitlements require approval by shareholders in general meeting or are 
contingent on a transaction that is subject to approval by shareholders in general 
meeting, you must ensure that the last day for trading in the securities with 
entitlements falls at least one business day after the general meeting. 

 

2.3. If you fail to publish the result of the poll conducted in the general meeting in the 
manner  prescribed  under  MB  Listing  Rule  13.39(5)  /  GEM  Listing  Rule 
17.47(5), you must ensure there is at least one trading day for trading in the 
securities with entitlements after publication of the results of the poll.  You must 
publish an announcement on any revised timetable. 

 

2.4. If  trading  on  the  Exchange  is  interrupted  due  to  a  typhoon  and/or  a  black 
rainstorm warning, the record date/book-close date (thus the ex-date) may need 
to be postponed. In such circumstance, you must publish an announcement on the 
revised timetable as soon as practicable. 

 
 
 

 
 
 
 

 
 
 
 
 

 
 
 
 
 
 
 

3. Conditions leading to the cancellation of the entitlement  (if applicable) (G3.4) :  Have 
you clearly specified any condition which will lead to the cancellation of the entitlement 
in your announcement? 

 

4. Timing of announcing decision  (G3.5): Have you arranged proper timing for your 
announcement about the entitlement? 

 

5.   Headline category  (G3.6):  Have you selected the appropriate headline category for the 
announcement regarding benefit entitlement? 

 

6.   Convertible  securities  (if  applicable)  (G3.7): Have  you  provided  the  following 
information about each of the convertible securities in your announcement and circular: 
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Issue Checked 
6.1. Name and stock code; 

 
6.2. Any adjustment to the subscription price / conversion price / terms and conditions; 

 
6.3. The latest time for the holders to exercise their rights in order to be entitled to the 

distribution and the conversion arrangement. 

 
 

 
 

 

7.   Key dates for entitlement distribution  (G3.8):  In your announcement, have you provided 
the following information? 
7.1. Book closure period 

-  on     dd/mm/yyyy; or 
-  from dd/mm/yyyy to dd/mm/yyyy, both days inclusive 

7.2. Record date (“on    dd/mm/yyyy”) 
7.3. Latest time for lodging transfers of shares to be  entitled to the corporate action (“at 

hh:mm on dd/mm/yyyy”) 
7.4. Expected Payment Date (“on    dd/mm/yyyy”) 

 
 
 
 

 
 
 
 

 

 
 

 

8.   Payment Date  (G3.8(v)): 
 

8.1. Have you selected a day on which the dividend cheques can be presented to banks 
for payment (i.e. not a Saturday, Sunday or a public holiday)? 

 

8.2. If there is a change to the expected payment date previously disclosed, have you 
announced this fact and the new expected payment date? 

 
 
 

 
 
 

Cash entitlement  

9.   Currency of dividend payment  (G4.1):  Have you specified the distributed currency of 
the dividend for each share in your announcement? 

 

10. Currency conversion  (if applicable)  (G4.2):   Have you alerted shareholders that the 
distributed currency may be different from the announced currency and provided 
information about currency conversion between the two (e.g. source of FX data, selected 
dates and method of calculation)? 

 

11. Reference  and  actual  exchange  rate   (if  applicable)   (G4.3):     Have  you  alerted 
shareholders that the dividend rate in distributed currency was only an approximate value 
and the final payout may be different due to the fluctuation of the foreign exchange rate? 

 

12. Currency options for shareholders (if applicable) (G4.4):   If you will distribute cash 
entitlement in a foreign currency, have you considered providing an option for 
shareholders to select in which currency they would like to receive the entitlement? 

 

13. Taxation (G4.5): 
 

13.1. Have you indicated whether or not the declared entitlement is subject to any 
withholding tax? 

 
13.2. If it is subject to withholding tax, have you stated the withholding tax rate, the 

jurisdiction where the dividend is generated and whether or not the tax deducted 
is claimable? 

 
13.3. Have you provided any authoritative sources for more detailed information 

about the applicable withholding tax and any related tax treaty? 

 
 
 

 
 
 

 
 
 
 
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Issue Checked 

Securities entitlement  

14. Shareholder eligibility (G5.1): 
 

14.1.   Have you made enquiries regarding legal restrictions of relevant jurisdictions and 
requirements of the relevant regulatory body or stock exchange? 

 

14.2.   If  you  need  to  exclude  some  overseas  shareholders,  have  you  explained  the 
exclusion in your distribution plan? 

 

14.3.   Have you considered distributing cash in lieu of securities entitlements to the 
excluded shareholders from overseas? 

 
 
 

 
 

 

 
 

15. Changes in issued shares (G5.3):  Have you completed and submitted the Next Day 
Disclosure Return for publication on the HKEXnews website within the specified time 
limit? 

 

16. Calculation  of  securities  entitlement   (G5.4): Have  you  clearly  specified  in  your 
announcement or circular how you calculated the resultant securities entitlements? 

 
16.1.   Rounding rules? 

 
16.2.   Basis of the calculation (i.e. whole multiple basis or pro-rata basis)? 

 

 
 
 
 

 

17. Resultant odd lots (G5.5): 
 

17.1.   Have you set a distribution ratio which will minimise the creation of odd lots? 
 

17.2.   Have you appointed a securities dealer to purchase odd lots from shareholders 
within a specific period of time after the distribution? 

 
 
 

 

 

18. Distribution of unlisted securities (if applicable) (G5.6): 
 

18.1. Have  you  considered  measures  to  help  shareholders  dispose  of  the  unlisted 
securities? 

 

18.2. Have you appointed a local transfer agent and provided the information below: 
-  Name and address, contact person and telephone number of the agent; 
-  Procedures and charges for share registration, warrant conversion and other 

services; 
-  Number of business days required for the completion of share registration, 

warrant conversion and other services; and 
-  Procedures and charges for share splitting service, if applicable 

 
 
 

 
 
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Issue Checked 
19. Distribution of securities listed outside Hong Kong (if applicable) (G5.7): Have you 

provided the following information? 
 

19.1.   The ISIN code(s) of the securities 
 

19.2.   Name of the overseas exchange(s) on which the securities are listed 
 

19.3.   A brief description of how the securities are traded and cleared 
 

19.4.   Any arrangement to help shareholders to dispose of the securities and any related 
charges 

 
19.5.   Information on the broker(s) who can assist shareholders wishing to trade the 

securities. 
 

19.6.   Procedures for shareholders to receive the securities (for scripless shares only) 
 

19.7.   Information about your designated transfer agent for the securities: 
 

-  Name and address, contact person and telephone number of the agent; 
-  Procedures and charges for share registration, warrant conversion and other 

services; and 
-  Number of business days required for the completion of share registration, 

warrant conversion and other services 

 
 
 
 

 

 
 

 
 

 
 
 
 

 
 
 

 

 

Entitlement with elections  

20. Election form  (G6.2):  Have you developed and dispatched an election form on which 
shareholders can indicate their choice(s)? 

 

21. Deadline for returning the completed election form  (G6.3): 
 

21.1. Have you provided no less than 10 business days between the dispatch of the 
election form and the deadline for returning the completed election form? 

 
21.2. Have you clearly specified in your announcement the deadline for returning the 

completed election form? 

 
 
 

 
 
 

22. Information for election decision (shareholder decision?) (G6.4):  Have you provided all 
material information (e.g. exact reinvestment prices or foreign exchange rate) to 
shareholders at least five business days prior to the deadline for returning the completed 
form? 

 

23. Default option (G6.5):   Have you stated which option will be considered the default 
choice of the shareholders? 

 

24. Combination of options (G6.6): Have you clearly stated in your announcement whether 
or not shareholders are allowed to choose a combination of the available options? 

 

25. Cash in lieu of fractional entitlements (G6.7):  Under your scrip dividend scheme, have 
you considered offering cash in lieu of fractional entitlements of scrip shares to those 
shareholders who chose to receive entitlements wholly in scrip shares? 

 

 
* * * 
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HONG KONG EXCHANGES AND CLEARING LIMITED 

 
GUIDE ON GENERAL MEETINGS  

 
24 September 2010 (Updated 21 December 2018) 

  

1. Introduction 

 

1.1 This Guide has been developed to assist issuers in disclosing and conducting 
general meetings.  

1.2 A general meeting is a major corporate event.  It allows shareholders, 
company management and directors to examine and make decisions on 
important affairs of the company.  Types of general meeting include:  annual 
general meeting (AGM) and extraordinary general meeting (EGM) or special 
general meeting (SGM).     

1.3 This Guide is not part of the Listing Rules and does not in any way amend or 
vary an issuer’s obligations under them, nor does it remove the need for issuers 
and their directors to make their own judgement on what information should 
be disclosed for a general meeting.  The responsibility for the disclosure of 
information in announcements and circulars and compliance with the Listing 
Rules rests firmly with issuers and their directors.  In case of doubt, issuers 
are encouraged to consult their respective contact persons in the Listing 
Department.  

1.4 As well as the Listing Rules and the various issuer guides, the disclosure and 
organisation of general meetings are also subject to the company’s 
constitutional documents, company law and other regulations of the 
jurisdiction in which the company is incorporated and relevant case law. 

 

  

 

 

 

 

 

 

 

 

 

 

2. General principles 

 

2.1 Communication with shareholders:  The boards of issuers should be 
responsible for maintaining an on-going dialogue with shareholders and in 
particular, use annual general meetings or other general meetings to 
communicate with them and encourage their participation.  Also, the board 
should establish a shareholders’ communications policy and review it on a 
regular basis to ensure its effectiveness. 

  

E.1 and E.1.4 

CG Code 

2.2 Annual accounts:  The Listing Rules require an issuer to lay its annual 
financial statements before its members at its AGM within the period of 6 
months after the end of the financial year or accounting reference period to 
which the annual financial statements relate. 

 MLR 13.46 / 

GLR 18.03   

 

2.3 Place and time for the meeting:  Meetings should be held at place and a time 
convenient to the largest possible number of shareholders to attend.  Issuers 
should consider the use of technology (e.g. webcast, video conference) to 
maximise shareholder participation. They should clearly explain whether or 
not shareholders attending the general meeting by webcast at a remote site are 
allowed to vote and if so, how.  They should not change the venue or the time 
of a general meeting without giving sufficient notice to shareholders. 

 Listing 

Department’s 

FAQ Series 26 

under section 

headed 

“General 

Meetings” 
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2.4 Typhoon or black rainstorm warning:  General meetings sometimes may be 
interrupted by bad weather.  Issuers, particularly those whose general meeting 
is held in typhoon or heavy rainfall seasons, should include arrangements, for 
example, setting a hotline, for a typhoon or black rainstorm in their 
announcement or circular about the general meeting and be aware of the need 
to issue an announcement regarding the typhoon/black rainstorm arrangements 
when it is anticipated that the general meeting may be affected by a typhoon or 
a black rainstorm.   

  

2.5 Meeting on requisition & shareholders’ rights:  Shareholders with a certain 
stake in the company

1
 (e.g. for Hong Kong incorporated companies, 5% of the 

total voting rights of all the members having a right to vote at general 
meetings) have a statutory right to request an extraordinary general meeting.  
The directors are required to convene the meeting as requested within a 
specified period (e.g. for Hong Kong incorporated companies, the meeting 
must be called within 21 days after the date on which the directors become 
subject to the requirement and held on a date not more than 28 days after the 
date of the notice convening the meeting). If the directors fail to do so, the 
shareholders who requested the meeting, or any of them representing more 
than one half of the total voting rights of all of them, may themselves call a 
meeting.  Any reasonable expenses incurred by the shareholders requesting 
the meeting by reason of the failure of the directors duly to call a meeting must 
be reimbursed by the company.   

In addition, issuers must publish the procedures for shareholders to propose a 
person for election as a director on its website and disclose the following 
“shareholder rights” information in its Corporate Governance Report: 

a) the way in which shareholders can convene an extraordinary general 
meeting; 

b) the procedures for sending enquiries to the board (with sufficient contact 
details); and 

c) the procedures for making proposals at shareholders’ meetings (with 
sufficient contact details). 

  

 

 

 

 

 

 

 

MLR 13.51D / 

GLR 17.50C  

Paragraph O  

CG Code 

 

 

 

2.6 Access to constitutional documents:  General meetings are governed by the 
company’s constitutional documents. An issuer must publish an up to date 
consolidated version of its memorandum and articles of association or 
equivalent constitutional document on its own website and the Exchange’s 
website.  An issuer must also disclose any significant change to the issuer’s 
constitutional documents during the year in its Corporate Governance Report. 

 MLR 13.90 / 

GLR 17.101 / 

Listing 

Department’s 

FAQ Series 26 

under section 

headed 

“Abolition of 

the 

Memorandum 

of Association”/ 

Paragraph P  

CG Code 

2.7 Electronic communication with shareholders:   Issuers should use modern 
information technology as far as practicable (as permitted by laws and 
regulations) to facilitate shareholders’ timely access to general meeting 
information and their communication with the company.   

  

                                                 
1
 Issuers not subject to the requirements of the Hong Kong Companies Ordinance should comply with similar requirements 

in the laws of the jurisdiction in which they are incorporated. 
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2.8 Voting results and trading impacts:   Sometimes the voting results at the 
general meeting will have impacts on the trading of the company’s stocks in 
the secondary market.  In this circumstance, issuers should pay special 
attention to the timing (see G.6.7 below) and arrangement of the release of 
voting results so that there will not be uneven distribution of information in the 
market. 

2.9 Shareholder with a disability: Disability discrimination related issues may 
arise in calling for meetings. The exclusion of people with disability from the 
discussions and/or to receive the messages exchanged in the meeting may 
constitute indirect discrimination on the grounds of disability2. Issuers may 
therefore consider asking potential participants to a meeting to indicate in 
advance whether, they, because of their disabilities, need special 
arrangements3 to assist them in participating at the meeting. This could be 
done through asking for standing notices from disabled persons and/or by 
within the specific notice of meeting.  Special arrangements may take the 
form such as sign language for the deaf, special technology for the visually 
impaired or wheelchair users-accessible venue. 

 

  

3. Notification of general meeting   

3.1 Issue of meeting notice:  Notice of General Meeting shall be sent to all 
holders of listed securities, whether or not their registered address is in Hong 
Kong.  For shareholders with registered addresses overseas, the notice shall 
be sent by airmail.  The issuer should arrange for the Notice to be sent to 
shareholders for annual general meetings at least 20 clear business days before 
the meeting and to be sent at least 10 clear business days before the meeting 
for all other general meetings.  The Notice must also be published on the 
Exchange’s website. 

 
 

3.1A Service of notice to a person with a disability: Where issuers know, or are 
otherwise made known of there being certain shareholders who are to receive 
notice of meeting being the sufferer of a disability, issuers in such situations 
may consider alternative means of communication of the Notice which could 
include email, braille, and documents in digital (e-book) or audio form, as 
appropriate. 

 MLR 2.07C, 

13.71, 13.76 / 

GLR 16.17, 

17.46(1) / 

E.1.3 CG Code 

/ Listing 

Department’s 

FAQ Series 26 

under section 

headed 

“General 

Meetings”  

3.2 Drafting the notice:  In drafting the Notice, issuer should use plain language 
and avoid legal jargon. It should use a layout structure and format which are 
easy for shareholders to read and to help them understand the information in 
the Notice; e.g. proper use of spacing, indenting, heading and numbering. 

  

3.3 Voting record date:  To facilitate the processing of proxy voting, it is good 
practice to announce a record date on which the issuer will identify 
shareholders who will be entitled to attend and vote at the general meeting.  
Issuers should provide the latest time for share transfer and registration that 
must be met in order to be registered as a shareholder on the voting record date 
and thus able to vote at the general meeting.   

  

                                                 
2
 The Disability Discrimination Ordinance (Cap. 487) (DDO) provides that it is unlawful for a person who provides goods, 

services or facilities, whether for payment or not, to discriminate against another person with a disability. 
3
 However, where special requests from a person with disabilities would impose unjustifiable hardship (as defined in the DDO) 

to the issuer or otherwise not justifiable in the circumstances, the issuer should not be liable as reasonableness would dictate 
the relevant circumstances. 
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3.4 Convertible securities:  If the issuer has outstanding equity warrants or other 
convertible securities listed on the Exchange, it should provide the name and 
stock code of the convertible securities and the latest time for holders of these 
securities to exercise their rights in order to be entitled to attend and vote at the 
general meeting. 

3.5 Information for shareholders:  Issuers must ensure that the information 
contained in its circular or announcement is accurate and complete in all 
material respects and not misleading or deceptive.  Issuers should provide 
shareholders a clear and adequate explanation of any matters to be considered 
at a general meeting so that they can make a properly informed decision.  
Where voting is required, the issuer should provide a recommendation from 
directors.  Directors’ voting recommendations should be based on what is, in 
their opinion, in the best interest of the shareholders as a whole.   If the 
issuer becomes aware of any material information on the subject matter to be 
considered at the general meeting after the circular is issued, it must provide 
the information either in a supplementary circular or by way of an 
announcement not less than 10 business days before the date of general 
meeting.  The meeting must be adjourned to ensure compliance with the 10 
business days requirement. 

 MLR 13.70, 

13.73 /      

GLR 17.46(2), 

17.46B 

3.6 Voting method for director election:   If the number of candidates exceeds 
the number of available positions on the board, the issuer should provide clear 
guidance on the voting method in determining support for a candidate (e.g. a 
separate resolution for the appointment of each candidate, with the candidate 
receiving the most positive net votes filling the vacancy).  Issuers should 
consult share registrars if the voting method for director election is different to 
market norm and special efforts will be required to accommodate the voting 
method. 

 

 
 

 

 

 

 

 

 

 

4. Proxy voting   

4.1 Proxy voting:  Issuers should make their best endeavours to encourage 
shareholders to attend, speak and vote at the general meeting in person or to 
appoint proxies to represent them if they are unable to attend in person.  A 
proxy form offering two-way voting on all resolutions must be sent to all 
registered shareholders together with the Notice of General Meeting.  The 
Notice of General Meeting and the Proxy Form must be submitted to the 
Exchange’s website for publication.  They must carry the appropriate 
headline category required by the Rules.  For investors’ convenience, these 
documents should be submitted for publication on the Exchange’s website on 
the same date one immediately after another.  Issuers should provide clear 
guidance to assist shareholders in completing the proxy form, in particular, 
they should highlight whether the proxy would have full discretion on how to 
vote or whether to abstain on any resolution (e.g. a procedural motion) 
properly put to the meeting as well as those already set out in the Notice of the 
General Meeting. 

4.2 Key information in proxy form:  The proxy form should make a clear 
reference to a shareholder’s right to appoint a proxy of his own choice to 
attend, speak and vote on any particular matter at the meeting and provide a 
space for the name of the proxy.  In addition, the proxy form should: 

 

 MLR 13.38, 

2.07C(3) / 

GLR 17.45, 

16.18(2) 
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a) state the date, time and place of the general meeting. 

b) state the latest time (Hong Kong time) and place for lodging proxy forms.   

c) state whether or not the proxy must be a member of the company. 

d) clearly explain to shareholders that if a proxy form is returned without an 
indication on how to vote, the proxy will exercise his discretion on whether 
or not he votes and if so how.    

e) where shareholders are given the option to “withhold” or “abstain” from 
voting, indicate clearly whether or not the shares withheld or abstained will 
be counted in the calculation of the required majority. 

  

 

 

4.3 Design of Proxy Form:  A well-designed proxy form will ensure that the 
views of absentee shareholders will be accurately reflected in proxy voting. A 
template proxy form is available in Appendix 2 for issuer reference.    
Special attention should be paid to the following issues: 

a) Designated form:  Issuers should provide one proxy form for each of the 
general meetings they organise, even though the meetings will be held at 
the same venue on the same day one immediately after the other.  

b) Font size:  Font size for all texts and relevant notes should be large 
enough for most members of the general public to read easily. 

c) Number of shares that will be voted by the proxy:  A proxy form should 
allow a shareholder to clearly indicate the number of shares the proxy may 
vote if the number is less than the shareholder’s total holding.  

d) Size of the selection boxes:  Selection boxes should be large enough for 
shareholders to insert the number of shares to be voted. 

e) Symbol:  The norm is to require shareholder to put a simple tick “” 
under the column “For”, “Against” or “Abstain” to indicate their votes.  
Asking shareholders to use odd symbols such as “-” or “ ( ” will only 
increase the risk of invalid votes.   

f) Ordinary vs special resolution:  It is a good practice to indicate whether a 
resolution is ordinary or special.    

g) Consistency:  The contents and format of the Chinese and English version 
of the proxy form must be the same.  In particular, the sequences and 
numbering of resolutions should be identical in the Chinese and English 
versions as well as in the proxy form and the Notice of General Meeting. 

h) Description of resolution:  For clarity, the proxy form should not merely 
indicate “First resolution” or “Resolution 1”.  Instead, it should provide a 
brief description for each resolution (e.g. To consider and approve the final 
dividend proposed for the financial year ended 31 Dec 2009). 

  

 

 

 

 

 

 

 

 

 

 

4.4 Multiple proxies:  It is good practice to allow shareholders, in particular 
shareholders holding as nominees for clients, to appoint multiple proxies on 
the same occasion.  If a proxy is to be counted towards the quorum, issuers 
should consider how this would apply in the case of multiple proxies 
appointed by the same shareholder.  Issuers should also consider how they 
would handle it if a shareholder appoints multiple proxies and one or more of 
the proxy forms fail to state the number of shares represented by that proxy; or 
if the number of shares stated on the proxy forms in total add up to more than 
the total number of shares held by that shareholder. 

  

4.5 Status of proxy when shareholder attends the meeting:  It is a general practice 
and the position at common law that the appointment of a proxy is revoked if 
the shareholder attends and votes at the general meeting. 
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4.6 Replacement of proxy form:  If a proxy form may confuse shareholders or 
hinder the exercise of their voting rights due to typos, errors, changes or 
addition / reduction of resolutions or other reasons, the issuer should make a 
correction statement and distribute a new proxy form in replacement.  It 
should also explain to shareholders the validity of old and new proxy forms 
and how any old proxy form already received by the agent will be handled.  It 
must also ensure that there will be sufficient time for the new proxy form to be 
distributed, completed and returned to the agent before the deadline. 

 

  

5. Resolutions   

5.1 Unbundled resolutions:  Issuers should propose a separate resolution for each 
substantially separate issue at a general meeting.  They should avoid 
“bundling” resolutions unless they are interdependent and linked forming one 
significant proposal.  Where the resolutions are “bundled”, issuers should 
explain to shareholders the reasons and material implications in the notice of 
meeting. 

 E.1.1 CG Code  

5.2 Ordinary vs special resolution:   It is a good practice to specify each 
resolution as ordinary or special in the Notice of General Meeting and the 
respective proxy form.  For a special resolution, the Notice of General 
Meeting should offer the exact text of the proposed resolution, rather than just 
the purpose of the resolution. 

  

5.3 Resolutions about directors:  To allow shareholders to make an informed 
decision, the issuer shall disclose the details (see Notes to MLR 13.51(2) / 
GLR 17.50(2)) of any directors proposed to be re-elected or proposed new 
director in the notice or accompanying circular to its shareholders of the 
relevant general meeting.  If an independent non-executive director serves 
more than 9 years, his further appointment should be subject to a separate 
resolution to be approved by shareholders.  The issuer should include in the 
papers to shareholders accompanying that resolution the reasons why the board 
believes he is still independent and should be re-elected.  For re-election of a 
non-executive director, it is good practice for the issuer to offer information 
about the individual’s performance and commitment to the role, including 
commitment of time for the board or committee meetings and any other duties. 

 MLR 13.51(2), 

13.74 /         

GLR 17.50(2), 

17.46A /  

A.4.3 CG Code      

5.4 Resolutions about auditor:  The issuer must not remove its auditor before the 
end of the auditor’s term of office without first obtaining shareholders’ 
approval at a general meeting.  An issuer must send a circular proposing the 
removal of the auditor to shareholders with any written representations from 
the auditor, not less than 10 business days before the general meeting.  An 
issuer must allow the auditor to attend the general meeting and make written 
and/or verbal representations to shareholders at the general meeting. 

If the board disagrees with the audit committee’s view on the selection, 
appointment, resignation or dismissal of the external auditor(s), the issuer 
should include in the Corporate Governance Report a statement from the audit 
committee explaining its recommendation(s) and also the reason(s) why the 
board has taken a different view. 

 

 

 

 MLR 13.88 / 

GLR 17.100 

 

 

 

C.3.5 CG Code  
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6. The meeting   

6.1 Vote by poll:  Any vote of shareholders (attending in person or by proxy) at a 
general meeting must be taken by poll except where the chairman, in good 
faith, decides to allow a resolution which relates purely to a procedural or 
administrative matter to be voted on by a show of hands.  The issuer should 
ensure that shareholders or their proxies are familiar with the details of the 
procedures for conducting a poll.  The chairman of a meeting should at any 
time during the meeting ensure that an explanation is provided of the detailed 
procedures for conducting a poll and then answer any questions from 
shareholders or their proxies on voting by poll.  Issuers are encouraged to 
apply the same principle to general meetings for warrant holders and bond 
holders. 

 MLR 13.39(4) / 

GLR 17.47(4)  

/ E.2.1 CG Code  

6.2 Attendees:  The chairman of the board should attend the annual general 
meeting.  He should also invite the chairmen of the audit, remuneration, 
nomination and any other committees (as appropriate) to attend.  In their 
absence, he should invite another member of the committee or failing this his 
duly appointed delegate, to attend.  These persons should be available to 
answer questions at the annual general meeting. The chairman of the 
independent board committee (if any) should also be available at any general 
meeting to approve a connected transaction or any other transaction that 
requires independent shareholders’ approval.  In addition, independent 
non-executive directors and other non-executive directors should attend 
general meetings and develop a balanced understanding of the views of 
shareholders. 

An issuer’s management should ensure the external auditor attend the annual 
general meeting to answer questions about the conduct of the audit, the 
preparation and content of the auditors’ report, the accounting policies and 
auditor independence.  As a good practice, any advisers providing opinion on 
issues material to a resolution should also attend the general meeting to answer 
possible queries. 

 A.6.7, E.1.2  

CG Code 

  

6.3 Conflicts of interests:  Where a transaction or arrangement of an issuer is 
subject to shareholders’ approval, any shareholder or his close associate (or, in 
the case of a connected transaction, his associate) that has a material interest in 
the transaction or arrangement must abstain from voting on the resolution(s) to 
approve the transaction or arrangement at the general meeting

4
.   

 MLR 2.15, 

14.33 /         

GLR 2.26, 19.33 

6.4 Abstaining from voting:  Parties that are required to abstain from voting in 
favour of certain transactions (i.e. as contained in MLR 13.40 / GLR 17.47A) 
at the general meeting may vote against the resolution at the general meeting 
provided that their intention to do so has been stated in the relevant listing 
document or circular.  Any such party may change his mind as to whether to 
abstain or vote against the resolution, in which case the issuer must, if it 
becomes aware of the change before the date of the general meeting, 
immediately despatch a circular to its shareholders or publish an 
announcement notifying shareholders of the change and, if known, the reason 
for the change.  Where the circular is despatched or the announcement is 
published less than 10 business days before the date originally set for the 
general meeting, the meeting must be adjourned by the chairman before the 
resolution is considered.  The adjourned meeting can resume only on a date 
that is at least 10 business days from the date of despatch or publication.  If 
that is not permitted by the issuer’s constitutional documents, the adjournment 
must be by resolution to that effect.  In addition, the issuer must have 
appropriate procedures in place to record that any parties that must abstain 

 MLR 13.40, 

13.42 /         

GLR 17.47A, 

17.47C 

                                                 
4
 Minor changes have been made to reflect change to MLR 2.15/ GLR 2.26 on 1 July 2014. 
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from voting or have stated their intention to vote against the relevant resolution 
in the listing document, circular or announcement have done so at the general 
meeting. 

6.5 Scrutineer:   Issuers must appoint its auditors, share registrar or external 
accountants who are qualified to serve as its auditor as scrutineer the 
vote-taking at the general meeting.  The identity of the scrutineer must be 
stated in the announcement of the poll results. 

 MLR 13.39(5) / 

GLR 17.47(5) 

6.6 Adjournment of the meeting:  After the Notice of General Meeting has been 
issued, a general meeting should not be cancelled or postponed without a 
proper reason. Where a general meeting is required to be adjourned by 
resolution (see G.3.5 and G.6.4 above), all shareholders (attending in person or 
by proxy) are permitted to vote on that resolution.  Any shareholders who 
would have been required to abstain from voting on any resolution shall vote 
in favour of the resolution to adjourn the meeting.  According to the 
Companies (Model Articles) Notice (Cap. 622H), if a meeting is adjourned for 
30 days or more, a Notice must be given as for an original meeting

1
. The 

adjourned meeting can only deal with business left unfinished at the meeting 
which was adjourned.   If a general meeting is adjourned, the issuer must 
inform its shareholders and the market through a public announcement 
immediately after the meeting. 

 
 

MLR 13.41 / 

GLR 17.47B 

6.7 Poll results:  The issuer must announce the meeting’s poll results as soon as 
possible, but in any event at least 30 minutes before the earlier of either the 
commencement of the Exchange’s morning trading session or any pre-opening 
session on the business day after the general meeting.  The poll results 
announcement must include: 

a) the number of shares entitling the holder to attend and vote on a resolution 
at the meeting;  

b) the number of shares entitling the holder to attend and abstain from voting 
in favour as set out in MLR 13.40 / GLR 17.47A; 

c) the number of shares of holders that are required under the Listing Rules to 
abstain from voting; 

d) the number of shares actually voted for a resolution; 

e) the number of shares actually voted against a resolution; and  

f) whether or not any parties that have stated their intention in the circular to 
vote against the relevant resolution or to abstain have done so at the 
general meeting.  

 MLR 13.39(5) / 

GLR 17.47(5) 

6.8 Minutes of the meeting:  To provide transparency, issuers must disclose 
details of the attendance at general meetings of each director by name in their 
Corporate Governance Report.  It is good practice to properly record key 
points and queries raised by shareholders (or their proxies) as well as 
responses from the board and management at the general meeting and make 
the records available to shareholders upon request. 

In addition, issuers are also encouraged to include details of the last 
shareholders’ meeting, including the time and venue, major items discussed 
and voting particulars in their Corporate Governance Report. 

 Paragraph I(c) 

CG Code 

 

Paragraph R 

CG Code 

 

* * * 
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APPENDIX 1:    Checklist for General Meetings 

The issuer should go through the following checklist and ensure affirmative or appropriate answers are 

provided to all the questions below.     

Issue Checked 

1. Place and time for the meeting (G2.3):  In relation to the meeting venue, 

1.1. Have you selected a place and time convenient for the largest possible number of 

shareholders to attend? 

1.2. Have you considered the use of technology (e.g. webcast or video conference) to 

maximise the attendance and participation in the general meeting? 

 

 
 

 

2. Typhoon or black rainstorm warning (G2.4) (if applicable): Have you outlined the 

arrangements for a typhoon or black rainstorm in your announcement or circular for the 

general meeting? 

 

3. Shareholders’ rights (2.5):  

3.1. Have you publish the procedures for shareholders to propose a person for election as 

a director on your website? 

3.2. Have you disclosed the following “shareholders’ rights” information in your 

Corporate Governance Report? 

a) the way in which shareholders can convene an extraordinary general meeting; 

b) the procedures for sending enquiries to the board (with sufficient contact 

details); and 

c) the procedures for making proposals at shareholders’ meeting (with sufficient 

contact details). 

 
 

 

 

 

 
 

 

4. Access to constitutional documents (G2.6):   

4.1. Have you published your up to date consolidated version of constitutional 

documents on your website and the Exchange’s website? 

4.2. Have you disclosed any significant change to your constitution documents during 

the year in your Corporate Governance Report? 

 

 

 

5. Electronic communication with shareholders (G2.7):  Have you considered using 

information technology to facilitate shareholders’ timely access to meeting information 

and their communication with the company? 

 

6. Voting results and trading impacts (G2.8) (if applicable):  Have you ensured that there 

will not be uneven distribution of information in the market during the release of voting 

results? 

6A. Shareholder with a disability (G2.9) (if applicable): Have you considered asking 

potential participants to a meeting to indicate in advance whether they need any special 

arrangements to assist them in participating at the meeting because of their disabilities? 

 
 
 

7. Notice of the meeting (G3.1-G3.2): In relation to notification of general meeting, 

7.1. Have you sent it to all holders of listed securities, whether or not their registered 

address is in Hong Kong?   

 

 

 
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Issue Checked 

7.2. Have you sent the Notice to shareholders with registered addresses overseas by 

airmail? 

7.3. Have you complied with the requirement on minimum notification time; i.e. for 

annual general meetings, 20 clear business days (excluding announcement date and 

meeting date); for all other general meetings, 10 clear business days? 

7.4. Have you used plain language and avoided legal jargon?  Have you adopted a 

format and layout structure to improve readability and ease of understanding?  

7.5. Have you considered alternative means of communication of the Notice if you know 

or are otherwise made known of there being certain shareholders who are to receive 

the Notice being the sufferer of a disability? 

 

 

 

 

8. Voting record date (G3.3): Have you announced a record date to identify shareholders 

who may attend and vote at the general meeting?  

9. Convertible securities (G3.4) (if applicable):  Have your provided the name and stock 

code of your convertible securities listed on SEHK and the latest time for holders of 

these securities to exercise their rights in order to attend and vote at the meeting?   

 

10. Information for shareholders (G3.5):  Have you provided shareholders a clear and 

adequate explanation of each subject to be considered at the general meeting?  

11. Voting method for director election (G3.6) (if applicable):  

11.1. If the number of candidates exceeds the number of available positions on the 

board, have your provided clear guidance on the voting method in determining 

support for a candidate?  

11.2. Have you consulted your share registrar if the voting method for director election 

is different from the market norm? 

 

 

 

12. Proxy form (G4.1):  In relation to the proxy form for the general meeting, 

12.1. Have you submitted the Notice and the proxy form with appropriate headline 

category selected for publication on the Exchange’s website? 

12.2. Have you scheduled the submission of the Notice and the proxy form in such a 

way that they will be published on the Exchange’s website on the same date one 

immediately after another? 

12.3. Have you provided clear guidance on completing the proxy form? 

 

 

 
13. Key information in proxy form (G4.2):   

13.1. Have you made a clear reference to the rights of shareholders to appoint a proxy 

of his own choice to vote on any particular matter? 

13.2. Have you provided a space for the name of the proxy? 

13.3. Have you provided the following information? 

a) the date, time and place of the general meeting 

b) latest time and place for lodging proxy forms  

c) whether or not the proxy must be a member of the Company 

d) clearly explain that if a proxy form is returned without an indication on how 

to vote, the proxy will have full discretion on whether or not he votes and if so 

how. 

 

 

 
 
 
 
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Issue Checked 

e) if shareholders are given the option to “withhold” or “abstain” from voting, 

indicate clearly whether or not the shares withheld or abstained will be 

counted in the calculation of the required majority (if applicable). 

 
 

14. Design of proxy form (G4.3):   

14.1. Is there a proxy form for each general meeting? 

14.2. Is the font size large enough for most members of the public? 

14.3. Have you allowed a shareholder to indicate the number of shares the proxy may 

vote if the number is less that the shareholder’s total holding?  

14.4. Is the selection box large enough for insertion of the number of shares 

represented? 

14.5. Have you specified common symbols for shareholders to indicate their votes? 

14.6. Have you indicated whether a resolution is ordinary or special? 

14.7. Are the contents and format of the Chinese and English version of the proxy form, 

particularly sequence and numbering, exactly the same?  Are they also identical 

to those being used in the Notice of General Meeting? 

14.8. Have you provided a brief description on each resolution?  

 

 
 

 

 

 
 
 

 
15. Multiple proxies (G4.4) (if applicable):  Have you considered allowing shareholders, in 

particular shareholders holding as nominees for clients, to appoint multiple proxies for 

the meeting? 

15.1. Have you considered how proxies are to be counted towards the quorum in the 

case of multiple proxies? 

15.2. Have you considered how you would handle it when a shareholder appoints 

multiple proxies if 

a) one or more of the proxy forms fail to state the number of shares represented 

by that proxy? 

b) the number of shares stated on the proxy forms in total add up to more than the 

total number of shares held by that shareholder? 

 

 

 

 

 

 

16. Replacement of proxy form (G4.6) (if applicable):  If your proxy form that had already 

been sent out to shareholders may confuse shareholders,  

16.1. Have you made a correction statement and distributed a new proxy form for 

replacement?  

16.2. Have you explained the validity of old and new proxy forms? 

16.3. Will there be sufficient time for the new proxy form to be distributed, completed 

and returned before the deadline? 

 

 
 

17. Resolutions (G5.1):    

17.1. Have you proposed a separate resolution for each substantially separate issue? 

17.2. If you have a bundled resolution of interdependent and linked issues, have you 

explained the reasons and material implications in the notice of meeting?  

 

 

 
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Issue Checked 

18. Specification of resolutions (G5.2):   

18.1. Have you specified in your Notice of General Meeting and the respective proxy 

form whether a resolution is ordinary or special? 

18.2. For any special resolution, did the Notice of General Meeting provide the exact 

text of the proposed resolution? 

 

 

 
 

19. Resolutions about directors (G5.3): 

19.1. Have you disclosed the details of any directors proposed to be re-elected or 

proposed new director in the notice or accompanying circular to shareholders of 

the relevant general meeting (if applicable)? 

19.2. For a further appointment of an independent non-executive director who has 

served on the board more than 9 years, have you separated such resolution for 

shareholders’ approval? 

19.3. For any non-executive director submitted for re-election, have you offered 

information about his or her performance and commitment of time to 

board/committee meetings and other duties? 

 

 
 

 

 

20. Resolutions about auditor (G5.4) (if applicable):    

20.1. In case of proposing removal of the auditor, have you sent the circular to the 

shareholders with any written representations from the auditor not less than 10 

business days before the general meeting? 

20.2. If your board disagrees with the Audit Committee’s view on the selection, 

appointment, resignation or dismissal of the external auditor, have you included in 

the Corporate Governance Report a statement from the audit committee explaining 

its recommendations and also the reasons why the board has taken a different 

view?  

 

 
 

 

21. Vote by poll (G6.1):  Have you arranged mandatory voting by poll for the general 

meeting? 
 

22. Attendee (G6.2):  Have you ensured the attendance of the following persons? 

22.1. Chairman of the board  

22.2. Chairmen of the audit, remuneration, nomination committee and any other 

committees (as appropriate) or, failing this, another member of the committee or 

his duly appointed delegate  

22.3. Chairman of the independent board committee (if any) for a connected transaction 

or other transaction subject to independent shareholders’ approval 

22.4. Non-executive directors 

22.5. External auditor  

22.6. Any advisor who gave an opinion on issues material to a resolution (as 

appropriate) 

 
 

 

 
 
 

23. Conflicts of interests (G6.3) (if applicable):  If a connected transaction or a continuing 

connected transaction will be proposed at the general meeting, have you ensured that the 

connected person(s) and persons with a material interest or his associate will abstain 

from voting? 

 

 
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Issue Checked 

24. Abstaining from voting (G6.4): Have you put in place appropriate procedures to record 

that any parties that must abstain from voting or have stated their intention to vote 

against the resolution have done so at the general meeting? (if applicable)   

 
 

25. Scrutineer (G6.5):  Have you appointed a scrutineer for the vote-taking at the general 

meeting and also arranged for the identity of the scrutineer be disclosed in the 

announcement of poll results? 

 

 
26. Poll results (G6.7):   

26.1. Have you arranged for the results of the poll to be announced at least 30 minutes 

before the earlier of the commencement of the morning trading session or any 

pre-opening session on the business day after the general meeting? 

26.2. Have you provided the following? 

a) Number of shares entitling the holder to attend and vote on a resolution at the 

meeting  

b) Number of shares entitling the holder to attend and abstain from voting in 

favour 

c) Number of shares of holders that are required to abstain from voting 

d) Number of shares actually voted for a resolution 

e) Number of shares actually voted against a resolution 

f) whether or not any parties that have stated their intention in the circular to 

vote against the resolution or to abstain have done so 

 
 

 

 

 

 
 
 
 

27. Minutes of the meeting (G6.8):   

27.1. Have you disclosed details of the attendance at general meetings of each director 

by name in your Corporate Governance Report? 

27.2. Have you made arrangements to properly record key points and queries raised by 

shareholders as well as responses from the board and management at the meeting 

and made them available to shareholders upon request? 

27.3. Have you included details of the last shareholders’ meeting in your Corporate 

Governance Report? 

 

 

 

 

* * * 
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 APPENDIX 2:  Template Proxy Form 

[Company Name and Logo] 

(Stock Code: [stock code]) 
PROXY FORM FOR ANNUAL GENERAL MEETING 

 
Number of shares to which this 

proxy form relates1 
 

I/We, 
2
______________________________________________________________________________________________ 

of _________________________________________________________________________________________________, 

being registered shareholder(s) in the share capital of [Company name], hereby appoint 
3
____________________________ 

of _________________________________________________________________________________________________   

or failing him/her, the Chairman of the meeting as my/our proxy to attend and vote on my/our behalf at the annual general 

meeting of the Company to be held at [Venue of the meeting] on [time and date of the meeting] and at any adjournment of 

the meeting.  I/We direct that my/our vote(s) be cast on the specified resolutions as indicated by an “” in the appropriate 

boxes. In absence of any indication, the proxy may vote for or against the resolution at his/her own discretion. 

Ordinary resolutions For
4
 Against

4
 

1. To receive the reports and accounts for the year ended [a date]                  1.   

2. To consider and approve the final dividend for the year ended [a date]            2.   

3. Election of directors                              

a) To elect [name of 1
st
 candidate] as a director                          3a.   

b) To elect [name of 2
nd

 candidate] as a director                          3b.   

4. To authorise the board of directors to fix their remuneration                    4.   

5. To consider and approve the re-appointment of external auditor                 5.   

6. To consider and approve the Share Transfer Agreement and any one director to do 

such acts in relation thereof                                             6. 

  

Special resolutions For
4
 Against

4
 

7. To consider and approve the amendments to the Articles                       7.    

 

Dated: ______________________           Signature
5
: _____________________________ 

 

Notes: 
1  If no number is inserted, this form of proxy will be deemed to be related to all the shares of the company registered in your names. 
2  Please insert full name(s) and address(es) in BLOCK CAPITALS as shown in the register of members of the Company. 
3  Please insert the name and address of the proxy.  If no name is inserted, the Chairman of the Meeting will act as your proxy.  A 

shareholder may appoint one or more proxies to attend the meeting and vote for him.  The proxy need not be a member of the 

Company but must attend the meeting in person to represent you.  Any alteration made to this proxy form must be initialled by the 

person who signs it. 
4  IMPORTANT: IF YOU WISH TO VOTE FOR A RESOLUTION, TICK (✔) IN THE RELEVANT BOX BELOW THE BOX 

MARKED “FOR”.  IF YOU WISH TO VOTE AGAINST A RESOLUTION, TICK (✔) IN THE RELEVANT BOX BELOW 

THE BOX MARKED “AGAINST”.  If you do not indicate how you wish your proxy to vote, your proxy will be entitled to exercise 

his/her discretion or to abstain.  Your proxy will also be entitled to vote at his/her discretion or to abstain on any resolution properly 

put to the meeting other than those referred to in the notice convening the meeting. 
5  This form must be signed by you or your attorney duly authorised in writing or, in the case of a corporation, must be either executed 

under its common seal or under the hand of its legal representative, director(s) or duly authorised attorney(s) to it. 
6  To be valid, this completed and signed proxy form and the relevant notarised power of attorney (if any) and other relevant document of 

authorisation (if any), must be lodged with [name and address of the recipient] by not less than [number of hours] before the time 

appointed for the holding of the meeting or any adjournment of it (as the case may be). 

 



Section H 

HONG KONG EXCHANGES AND CLEARING LIMITED 

CHECKLISTS AND FORMS FOR LISTING-RELATED MATTERS 

The Checklists and Forms are provided to assist compliance with the Listing Rules and 
administrative procedures. They: 

1. highlight Listing Rules disclosures and specific compliance requirements on (i) the
content of listed issuer’s documents (e.g. announcements, circulars) and (ii) particular
transactions which are the subject of those documents.  These checklists are generally
provided for guidance purpose, but may be required to be submitted to the Exchange
under circumstances stated in the notes under “Submission Requirements” in the
Checklists and Forms (for example, disclosure checklists should be submitted with
draft copies of pre-vetted documents). Please refer to Part A of    the Checklists and
Forms.

2. facilitate the   provision   of   information   required   by the     Exchange     in  specific
circumstances. For example, information related to securities listed/ to be listed on the
Exchange for the purpose of seeking the Exchange’s prior consent on the trading
arrangements under Main Board Rule 13.52B(1 ) / GEM Rule 17.53B(1). Please refer
to Part A of the Checklists and Forms.

3. set out documentary requirements  in respect  of  transactions  and corporate  actions
taken by listed issuers.  Please refer to Part B of the Checklists and Forms.

4. provide templates and forms specified under the Listing Rules.  Please refer to Parts C
and D of the Checklists and Forms.

The requirements and documents set out in the Checklists and Forms are not exhaustive. 
Depending on the circumstances of any particular case, the Exchange may request additional 
information/documents. 

To download the full set of the Checklists and Forms in PDF format, please click here 
(Main Board or GEM). 

https://www.hkex.com.hk/-/media/HKEX-Market/Listing/Rules-and-Guidance/Other-Resources/Practices-and-Procedures-for-Handling-Listing-related-Matters/full_checklists_mb.pdf
https://www.hkex.com.hk/-/media/HKEX-Market/Listing/Rules-and-Guidance/Other-Resources/Practices-and-Procedures-for-Handling-Listing-related-Matters/full_checklists_gem.pdf

